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Prepared for uajp with the Research for -^ettir Schools 
experience-based career education aodel, this handbook' is designed... to 
assist scl\eol personnel to fornulate concr^e and flexible responses, 
to the challenges of, developing exploration, pxogtais it collaboration 
with personnel from comaunity resource rfites. The handbook is divided 
into five chapters. Presenting an overview of explciaticn prograin . 
deve'lopment, the first chapter describes pre-oper at ional tasks and 
operational tasks that must be performed by school perscnpei when 
planning and iwpleaenting career exploration T)rograas. Chapter 2 
discusses four target 'areas in which teaching efforts iiave focu»ed ia 
successful exploration programs: (1) fea'ployer and ccnaunity contexts, 
(.2) careers, (3) practical oareef inftriation, and (^) use of facts, 
observation, and experience in personal decision making. Ihe third 
chapter presents guidelines for conducting a site ♦analysis with site 
personnel- Chapter 4 presents guidelines for selecting and sequencing 
learning activities. Also presented is an outl4.ne shoiiing the 
continuu» of learning^ act ivit ies, showing each variation and • 
illustrating its use with an example from actual prograi experience. 
The final section p^^ovides a lethod for honitc^ring and docunenting 
prograa learniKg activities. Sample plans for liplenentin g' 
exploration prooraas are appeuded. (LRA) 
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' • . • • 

the Handbook Tor Career Exploration Program Development has been, written 
specifically for th05.e of you wha,f»re responsible for developing career 
exploration programs within the RBS Experience BaUed, Career Edi^^ftlon ' 
modeT , . ' , * 

Because of -j^ui* Jilpij^itBmt roU -Jn Implementlhg^the' RBS model , we want 
you to have some Information Ih addition to the Career ^DeveVopptent 
materials available In the RBS Career Educatfon I nfortnat Ion Series . 
This Handbook includes, a description of your role amih responsibilities^ 
together wlt\i a pro<^ft5s and sample prograiu-p^l ans' you can ,u5e^' I n your 
career explomtion program. » • 

During the year," please let us know If you have any questions or Ideas 
con'cernlr\g- this material. We are interested In your comments because 
you Will be ut Mi zing the Handbook , and therefore, your '.comments will 
enable' us to provide a more useful and valxjable tool for develo(!>lna^ 
tareer >xp^orat Ion programs. \ '4 

Whenever you want to contact us for consultation, to di5?:uss problems 
you may encounter, or to exchange Ideas on tTie Handboo k , pi.ease refer 
to the Technical Assistance and. Training Directory on \he next 'page. 

Crtc|./ls f ' ... 



IJ^TRODUCTION 



Car««r. e)^plx>ratlon programs, ^h«n a r«prA«ntatlve sampling of 



co^^/n 1 ty 



resource 'slt«» Is jused, offer high sch6ol stuflentt 



opportunities tci experfence thii real • world 'of career possibilities In 
a broad end orderl way , . Stude»)tf approach ^the^ pro^l se of luch ca^aar 
exploration wl tH*- remarkably high ekpec tactions, excitement' and genuine 
curiosity. Employers await the arrival of the students with Interest, 
goodwill and thfe most useful oaheer J nforrr^^t I on avaljable on the 
professions to be examined. What happenSi In the way of education when 
these expectant and we'l 1 I ntent I oned people meett wholly depends on th^ 
quallt^yof the learning experiences wTiIch have been planned. ^The- 
qha'racter. and sequence^ of the learning act IvI t les^ at eafch site provide 
thfl exper lence base for Exper I enced-B^Sfd Career Education. (EBfE)* 



Th<f mo3t slgfilf leant forcgjn formulating this experlen9e Is 
'0 



exerted by theHchool ^taff fnembers who ar^ asslgnad major responsIbMI 
ty for pV^nnlng the program and /leveloping ng ,act I v 1 1 1 es at each 



sUe, Al*t]iou^hj empl9yi3rs act as co^^planner? and co7clevclop*r5 jof the 
career exploration program as well providing Information on the 
many resources of their orgSn I zSt Ions ^ school personnel will take the 
lead In every cr 1 1 ^cart rh^v^elopmental task: Initiating and 5che<iujinng 
j^annlng sesj I ons ,^out 1 I n I^ng baiJc program object Ives , and. providing 
the twrrliultim exper'tlse ne^d^d to orgah'I ze- th? reiBOiurces of each ' \ 
. program 5 i te.v driqe tft* pr^qg^am Is "in* operat I on ^ scho^T Staff membe/s^- 
play an Impor taVttv rol e J n ntWi 1 tori ng' the ef feet I vAness^ of prOg^:aW 




actlvltl«« tnd Inf lu«nclng^th« «ucc«ftfu1 . r^vf-tlon pn^ Improvement of 
rojram Uarnfng •ctlvlti«i. . ^ 

School' staff membeijs face • chellenge of many dlmentloni; 

1. I^edlng the cooperative effort of program development and 

revision ' ' . ■ . 

2. Working" In* new and constantly changing progr^mMoca^ lt>n« 

3. Planning programs In a raljitlveiy thort perlpd of time ^ 

. ^ , \ • ^ . , . ' 

ScheduKlna meetings wl th' f>mpioyeri whan the tima' 
ayal labia.' ft>r such meetings my be Mmltad by the 
business schedule of the employer resource coordlnatpr 
* ancl/or by the cL^'^'^cKxn or counseling coniml tmants of 
school per-5onnel ' 7 , ' , \. 

In oi^der to'meet the si/bstantlal demands of program developmertt, school 
persprlnel will need an econom^cal. jnd rational pl.annl-ng strategy as 
well as developmental know-how. 

Most emp^loyers will request and appreciate f I rm ^ t ract Ion by 
^sch6ol personnel. These 'employers may be Directors of Personnel, 
Assistant District Attorneys, or Bbnk ^anagers who might find It' 
difficult to Ima^flne themsej ves> worki ng with high school students. 
They, tend tq recogT^Jjns that their professional frames qf reference 
/ 'diffjf marked! yfirortr that of the classroom, nor arc they familiar with 
' needs and expectaj Ions . They usuaUy demonstrate, hov/ever, hlgh^ ^ 
enthusiasm and personal conxnitment to the Idea of career exploration, 
often citing their own lack of -preparat ion for choosing a career^nd^ 
their chM^en^s ntied for such a program. - 



Employtr perlonnal will bt tqylpptd •n<^ willing to txpliln th« 

Mature Of thdir ^organization ahd the' carters which ire puriutd In r,ti 

■ ■ . • ..... ..... ..... 

peratlon. They wMl know which of their (;onijeguai might qualify ■» 
rogram particlp«nt/i and which, fffcM Ijtles might be avelli^Je for program 
fe. They will also be able to, provide crucial > lann I ng Information 
regarding ^e f'easi^lllty of proposed learning activities. 

* . ^ y 

Mdst employers will ask/two signlfioapt questions: Wha.t do you 
want me to <io for yaur stHdents ? and How am I supposed to ck) lt^ 
These two question? define the responsibility of school personnel In 
very simple and direct terms. At the heart of the firs't question Is the 
need to understand both the broad^goals of EBCE and the sped f I c object^ 
'tlves of career exploration program activities. The second question 

Invites the guidance and direction of school personnel lr> deyelopi ng 

* ' • * ■ ' ' . ' ' - ' / * 

actual program* act i vl t les • . 

This Handbook Fs ' des I gned . to assist schoo.l persoffnel to formulate 

copcrete 'and flexible responses to the many challenges of developing 

exploration programs i n co 1 1 abora 1 1 on wl th personnel from community 

resource sites. The process of exploration prj^gram development out- 
« 

lined here begins with establishing program obJect(ves and terminates 
with suggestions for monitoring the program In Qrder to revise and 
improve i t • * 

"*This Handbook does not provide any philosophical background 
or broad conceptual overviews of career education, nor does it deal 



dlrnctly with •dminlttrati ve conc«rnt, t.g;, tr«niport«t<lon ^ r«cc?rd-; 

• » ' ' • ■ , » 

keeping, or budgeting. For Information on luch matttrt, rod^rt ar*^ 

^ . ■ ■ . ■ . - - .■ > ' . , 

referred to tlh'e career development eUmenti In the RB8 Cir«*r Education 



Library. 
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The central objective of this Handbook \% to pretent a practical 

A " * ' J * ■ 

development processjkind samples of program material* to llluftrate the 
'.d^evelopment of exploration programs wl,thln an Actual employer tlte.^^ " 
The text Is specif l»flly addressed to 46hool' personnel, who have done 

at least minimal preparatory work and are* ready to begin peVformIng th« 

•. • ■ • t 

ttt^ks of , program development with ()ar t Id pat I ng emplpyBf-sf tes . 

> 

Ohapter' I provldgs^an overview of the developmental process. Each 

>«»cce5S ive' chapter provides greater derail on bn^ or more veclflc tasks 

Sample program materials based on those developed by experienced school 

personnel from the' Research for Better <ichools» Inc.'s pilot and 

demonstration sites are f>rovlded In the appendix. 

■ / f . 

The "art" of program development for experienced based career . 

exploration is still v^ry much in its infancy. As yet » there are no 

full-fledged experts In the field. The procedures and materials of 

those currently workrng in career education are undergoing constant 

revision In response to new Information and the need for alternative ( 

strategies to accommodate locaVlties with varied socio-economic and 

educational characteristics. While much of the developmental ground. Is 

new or only tentatively charted, the people participating In career 
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•xploratlon progriims mgst be prepared to »uch progrimi <o thalr 

particular objec^t Ives andy^aeds. ♦ * • | \ 

( . ' - ' * ' 

V 1. . ■■ ■■ • , . / 

^ The uters of th]i Handbook should, furtharmora,. ba wlVVIng to trust 

thair own ImaoTnat Ions and to use their own Ingenuity. Ht exploration 

'program can be developed t^y grinding resources through af^'ffroduct Ion 

Une'^of educational -pr^esses or by shuffling wiTat may awnac to be* 

Interchangeable ^jarts. 'Ind i vidual' school staff members and ajnployers 

can contrlbutexunlque strengths anil vislons in theFr col lfiil|grat I ve 

development efforts^ "They sheuld not feel that the "facts" about an 

exploration program exist somewhere beyond ^helr reach or t^eyond^ their 

'own capacities- The best solutions to the problems^ of program develop- 

ment-wlll be found "during th^ course' of th^-l r shared development effbrts 

and In the enormous learning potential of the organ I zed * 1 1 rrkage of 

school and community resourdes for career- educat Ion . Developing an 

exploration program broadens the personal career development of school 

and employer personnel as well as student career development. It Is 

hoped that the practical development process and sample program 

materials presented here will confirm the value of what is already 

known and stl"engthen the confidence of, school personnel by providing 

them with* a field- tested process which can be, followed In developing 

their own career exploration program- * ^ 



PL/NNINQ SCHEDULE FOR EXPLORATION PROGRAM pEVELQPMENT 



*«^qjlool-ild«" Planning Tatktf 
by School Porionhtl 


'TIetd-ltdV' PUnnIng Tatkti ^ 
^Planning Huttings with th% 
V Emplpy^r 


1 

Ef tibl.lthing Program Objtctlvtt 

• EBCE Objoctlvet ' , 

• Career Exploration ' 
Objtctlvas ^ 


■{ . ■ 


, C 


. II - 

Goal Prttentfltlon, St%slorr 1) 

• CUiHfylng Gotlv 

• Dl«cus<lng SunmitVy Data 
Shttt [ ^ • 

• Background Information 

.^^^ 


■t — - — ' ■■ ■ . . 


S|te Analysis, Session #1 ^ 

• Completlof Worlisheets 

• .Togring Site f^acMltles . ^ 
4 Discussing Program Ideas 


IV 

Developing tfto Exploration Prbgrwn ^ 
^ Selecting and Sequencing ' 
Learning Actlvltrtis 


' / 
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V - X 

Presenting the Program Draft ^ 

Session #3 

• Assessing Program Draft 

h Revising Program Draft ^ 


VI 

Pr#%nArlnn ^fnH^fift for Proarani 
Participation 


VM 

Implemerll Ing the Program Day #1 

# Trouble-Shoot Ing 

# Observing Program ^Act Ivi t ! es 
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" VIII 

Monitoring Exploration Program 

# Observing Program Activities 


IX 

Documenting Monitoring Visits y 

• Summarizing Observations 

• Assessing Learning 
Actlvi ties 

• Identifying Revisions 
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Program Revision,** Session l^* 

# Presenting MonltorKng Data 

# Discussing ERC*s Assessment 

# Revising the Exploration 
^ Program 
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AN OVERVIEW OF EXPLORATION PROGRA"M DEVELOPMENT 
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CHAPTER I - AN OVERVIEW OF EXPLORATION FROQRAH BEV^LOPNJENT 

^ . .*,♦ .... ^ 

Wh«n an employer has agreed to participate' In the career axploratj on com- 
ponent of a career eidgcatlon program, tchool pertonne'l may )jagln plannlna th«' 
Instructional curriculum to.be Implemented at the site. Oevelopmervtal • taltk* 
can be sep»rated Into two distinct .categories: ( 1 ) , Pre-0per»tlona1 Tufk* and 
(2) Operational Task^. 

During the' first |>hase of program development, the employer works w-lth • 
school 'personnel to define a series of liearnlng activities desltfn^d .to • 
^utilize the best site resources pliable to achieve' program objectives. \n 
the second phase, which begins on t^e first day of tlje program ofjiratlon, 
both planning roles and responsibilities must be Vlgn I ffcant Vy altered. At - 
thii point, the employers begin to teach, taking control of the learning 
process and j-es£gn^lng to .student l^terel|ts, r^eeds and reactions to program v 
actlvltles---whl le school personnel who, former'ly directed program planning 
and development, assume lower profiled as observers/evaluator? of program 
learning, activities. A1 though moi^ I tor I ng the program Is "less deman<flng In 
terffis of time and energy required, It Is very Important for further prog^ram 
development. Judicious a^d thorough program monitoring will have a profound 
Impact on both program m»lntenance and revision. 

During these two planning phA«es, school personnel must perform a 
series of extrcmel-y Important tasks. The following list indicates both 
the scope and sequence c3f these tasks. • - 



/ 



1-2 



PROCEDURES FOR PROGRAM DEVELOPMENT 



PRE-OPERATIONAL TASKS 



1. Establishing program objectives ; Eiubiuhing obj«ctiv«« for (i) the 

ovarall EBCE program, (b) the career exploration program, and (c) tpe 
clfic learning activities. A summary. of these objectives should^be 
' prepared for the use of school personnel and employer "resource * 
coordinators. ' * 

' • <'*■■.■ • ■ ^ ■ 

2. SITE ANALYISIS ; Conducting a thorough survey of each participating 

/ employer site In terms- of (a) the organlziitlonal context, (b) all> 
careers being pursued., (c) specific car<\g^rs to be Included In the 
program,, and (d) practical career Information. 

3. DEVELOPING THE PROGRAM ; Using program Objectives and Information V 
cbllected through site analysts to (a) select learning activities ^ 
•and (b) sequence learning activities, * ' 

i|r ASSESSING A^p REVISING PROGRAM PLANS ; Working with the employer 
resource coordinator to assess and revise the draft program a1id 
prepare a detailed schedule of activities for each projected program 
day. ' 

5. PREPARING STUDENTS FOR PROGRAM PARTICIPATION ; Orienting students to 
EBCE and career exploration 9bjectl^es and procedures. 



OPERATIONAL TASKS 



6. IMPLEMENTING THE PROGRAM ; Operating the program by having the 
students take part In the learning activities selected for each 
program day. 

7. MONITORING AND DOCUMENTING PROGRAM ACTIVITIES ; Devising a process 
to monitor program activities and document the findings. 

8. REVISING THE PROGRAM ; Discussing the program strengths and 
weaknesses Identified on the Exploration Program Observation Record 
with the employer resource coordinator in order to revise and improve 
the program. 
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A. pre-operXtional t^kis • V 



During the pr«-operat tonal phase of program developmarft , tchool itaff 
win be tnvolved both in the world of school (and 1 ts responsl^bl I Ittft^) 

ihd the nvany different worlds of Individual cofnmunlty resource sites. 

Much of 'the most cr^at^js part of exploratioiK^rogram development will 

occur In stlU a third area -- their Imaginations, before, dii ring and 

after their meetings with participating employers,^ 

Employer contact time should.be formally schaduled and used to 

accomplish the specific tas^s which are absolutely essential for effec- 

tlve program development. At theoutset, school staff should explain 

the planning prpcess to the employer and clarify the planning objectives 

of each meeting. If a meeting calls for preparation by the employer's 

representat I ve ,i the homework required should be* spell ecj out In •detail* 

Business personnel are familiar with concrete specifications and 

ff ' 

meeting agendas. If any written material Is required, the employW: 

< 

should receive it well In advance of the scheduled meeting. 

One of the easiest and mo^t productive ways to economize In 
expenditures of time and energy Is through the use of written materials* 
Employers Invarlabfy request literature on the school *s BBCE program 
although they seldom have enough time 'to read and digest, lengthly 
manuals or other training materials prepared for teachers and other 
school staff. 



"^Due to the challenging scope of program development and the many 
conflicting demands which sc^hool personnel will have to deal wlth^ 
It Is Important for school personnel to simplify and streamline 
their field activities as much as possible. 



u 



During the pre- Implementation phase of program dtv^ VopJi>tnt» ichool 
personnel who are Involved In field activities or In related counseMng 
components may want to prepare «. brochure tontelnlng Informetlon ipe- 
clflcally written for prospective employers. Having standard program. 
Information readily ava i labl e wl 1 1 enable Individual school staff 
member's to avoid the t Ime-consum*! ng exercise of presenting basic 

\ 7 - 

program data at levery Introductory meeting with a representative of a 
potential ^program participant. ^ ' . ^ 

If a brochurV^or handbook on the program Is riot available^ school 
Staff members may want to prepare concise data sheets to supplement 
their own presentat Ions' at each task-^or I ented planning meeting. Such 
data sheets coald iJie-^JM^tred Ho the employer before a scheduled meeting 
or presented at the beginning of the metBtUg. After each session, the 
employer may use the data ijjj^eet to orient colleagues who will act as 
learning supervi sors 

The precious/hours spent in field meetings with employers should 
be used for th6 highest order of developmental business the sharing 
of professional expertise in order to ^develop effective student learn-- 
Ing activities. Matters of logistics, for example, may be dispensed 
with quickly and efficiently, preferably by telephone or by letter. 

The list of major exploration program development tasks presented 
in Figure 1 on page 6 of the Introduction shows a sequential schedule 
of planning tasks which has been widely used by pilot site, personnel. 
The illustration Is divided vertically to show which tasks school 
personnel will perform alone (or In ,the school) and which will be 
performed at the employer ^Ite In forma 1 mf et I ngs with the employer 
resource coordinator. Romiin numerals' I'ndlcate the orddr In which 



th«t« t«ki ihould bt p«rform«d. Th« tlm« rtqulrtd for th« totil 
developmental effort will vary from ichool to school, dtp«ndljig on 
lead-time and staff allocations. A program at an explor^lon »lt« 
could be developed U two weeks, If school staff have the time for 
concentrated field wor'k- If, on ^the other hand, ^everel sttei art* 
being devfiloped simultaneously by a single school ^taff n(>«mbtr, the 
developmental tasks irequ I red may take several mo|^$ to perform. 
The schedule Illustrated In' Figure 1 is used as a reference 
-point throughout following discussions of specific tasks,' It ^ V 
provides a concise anck concrete' summary of the sequence, content, 
and focus of essential developmental tasks, . ^ 

■ . . • ■■> ■ 

B, PRg-OPERATIONAL TASKS ♦ 

1. Estabi I shJng Program Object Ives : . ' ' ^ 

(Establishing objectives for the overall EBCE progr;am and 
clarifying objectives fcyj the exploration program and 
specific learning activities.) , • 

The best" fttondat ion school staff can have tor exploration program 

development Is^ clear and comprehensive understanding of th^ major / 



obj|tectlves of EBCE program. All school persorWl associated wl th the 
new career ed^icatlon program should part^clp/^ a serlbus dialogue 
designed to establish a set of guldl(fg program objectives. School 
planners/lmplementers should begin algeneral level, by first 
considering the broad alms of the EBCE program as) an Integrated system 
of component parts. Once these broad alms have been Identified and 
specif l-ed, participants may proceed to narrow, the focus of their 
discussions by concentrating on the specific contenf^bject I ves of 'the 
various program components, e,g,, the career eXploratlc^ program. 

16 ' 
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In thl« endeavor, th^ quint ! ty of poislbU obJ«ctlv«s uiuaUy mitlyatti 'r* 
agalnit quai l ty •nd tpecif Id ty. Schpol ptrsonnal should "at tamp t to Uo'lata 

and define those learning outcomes which ar« rrost significant and unlqye to 
each program component » e.g.» guidance functions, expVt:)ratlon programs* 
Offlcl^a) goal statements ^.h6u)d be limited to the major objectives :f the 
overall EBCE curriculum, although intended program side effects and spin- ; 
offs certainly- warrant some attention, 

\,For school personnel who are about to conduct their first planning ses- 
slons with employer resource toord inators , a firm. grasp of the EBCE hier- 
archy of goals will provide the most meaningful preparation. The broadest' 

goals of EBCE programs are located at the top^of the hierarchy, while the 

« 

more specific goals of the career exploration program and the stMl more 
Specific content objectives of site actlvltl«l| which are located^^^rther 
down in the hierarchy of goals, will receive the mOit attention 'during meet- 
ings with employer resource (j|[>ord Inators • If a written summary of the 
school's hierarchy of goals 'Is prepared, school personnel can use that 
summary tdp^^llect and order the niost important goals or objectives associ- 
ated with the e>iploratlon program, A copy of this su(nmary should also be 
provided to the employer resour^ce coordinator for his/her reference and foi"* 

i 

probable use In orienting site staff to the program. 

Although a clear understanding of program and learning activity objectives 
will give the employer resource coordinator a great deal of dl rect iofj^ In per- 
forming developmental tasks, school personnel Ihould also be prepared ^^o 
supply factual background information. Most participating employers will 
request information on the students they will be working with, the roles 
and responsibi 1 It^ies of all program participants, the other components of, . 

17 
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th« EBCfr prbflram and /flnilTy, ^ thi othif^ 

part In 'th« carMr tKploratlon program, tha broader pari(>acttya that tMch 
Informatlofi prbvfdas wlU kaap ttta parionnaV from fa»Vtng l»^Utad from 
the aducatlonal procasi and may lupply Idaat which tha ampioyar cap uta 
to gWa mora parsonaUzad and affactlva attantlon to tha ttudanttv 

Tha following outllna Itamltas tha of tttuai and quaitlc^nt 

which employers oftan ask and which fhould ba dealt with during the 
course of the first planning session: ' ,^ 



(A> What kinds of students participate In this •program! 

a. Age ranges 

b. Abl 1 Ity levels 

, c. Career Interests 

^d. Reasons for choosing this particular site 
Expectations for this site 



(B) V Wat Is my role? V 

^ ^ . . / 

a. Should I beva school teacher? ^ - • . - 

b. Should 1 be an employer supervl $ I nfl (student) workers? 

c. Should r\be a host entertaining vlllfors? 

(C) What Is your -role (the school staff) In tarma of 

operating tlfls program? 

a. WIJl you haqdl^dlsclpl Inary matters? 

b. Whowljl hand l^the, bookkeeping chores, e.g. keeping 

' grade' and attapdar\ce records? ; ' . 

c. Shoula I feel free to Initiate program changes? 

(D) How should the students view themselves while ft my site? 

a. - Are the students'on a field trip? ^ 

b. Are they workers on" a Job? 

c. Are they special guests of our firm? 

(E> What are the studehts dplng In school as a part of the. EBCE program? 

• * 

a. Are they learning basic skills? r \ * \ 

b. How will they use the Information they receive hereT 
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(F) Whit othT flrmt or orQ^[^lz«tlont ji , r» t^klhtf part In t'ht 

: EPOt^ profl.rtmT . ■ . i i...^.,^.- .. ^. . 

,. ■ ' ■ ■ . » 

a. Whit othiir employart •rylncludtd Irf thU cirvtar cluittr? 
« b. Whit kIncJ of^proflrimf do they pr«n to off«r7 

t. How do«$ my Ssrgiinli^roh fit lijto your pfpgrt^^ / ' 

2. SItt Analyils ; , ' 

(Oonductlng a thorough, lurvey of aach partlcr()at Ing ilta In 
.^V^rrtyi of (aj the organ Ixat tonal", contaxt , (b) all careert baUjQ 
Jl•^^^8ued, (c) specific careers to'be liKluded In tha program, 
and (d) firactlcal .career Inforriatlon . ) 

The' exploration sUe may be as new and, perhaps, as formidable to the 



school staff member as It will later be for the sti^fnts. The second 
.session with the employer »'resource coordinator will, In effect, be caraar 
y expl9ratlon by "the school staff member ^^nce^he or 'she will . have to. learn a 



great deal about the site In order to plan authentic and effective / 
learning activities^ ' In most cas^s, the quality of the learning activi- 
ties at a given site will be directly dependent ph both the depth and 
breadth of tfie scl^ol stgff member's knowledge of the organ I zat I on " s 
mission and structure, the r^ge of careers being pursued, and Its 
materlaVand human resource?. The s.Ite analysis process^presented 
here can be. followed to develop the knowledge base upon which the exploration 
program will be constructed. Because of the vast amount of new ground to be 
surveyed and Information to be recorded, the task of site analysts. wMT 
require the longest and most structured planning session* 

School personnel can follow the site analysis process to gather and^ 
organise Information on the site and I ts^ resources^. Worksheet 1 can be 
completed to profile the site In ,terms of organizational goarls, structure, 
and operations. Worksheet 2, when completed', provides a detailed l^nventory ' 
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. .<if tht ctcttri Btlng purtutd »t th« tlU. in compUttnj \>terkih««t 1 
tht c«r««rt t«Uct«d for lnt«nilv« trotmtnf art •n«1yttd In ttprnt of 
major tttkt, obttrviblt outcomet, equlprntnt utid, tralnrnf mattiUtU . 
•nd rtl«t«d lnform«t»on. Th« fln«) form, Workihot ^C^uMMti typical 
•ources for tuppltmantary c«r««r Information. ^ ' 

School ptriohnel will, of court*, btcome Incraatlngly famllUr^wlth 
all a«ptctf of a specific site during tha courta of thair monltorl^ng 
activities. ' Initially, however, they will find that relatively, sound, A 
Introductory Information on the site Is absolutely essential fpr the 
purpose of .developing the program. School personnel may augment the 
Information c^^lected In the site analysis procjsss by requesting a 
comprehensive tour of the site and by studying copies of any available 
1 I teraturer. . • 

The Information gathered during a tour Of site facilities, coupled 
with the Information detailed on the s I te ana lysl s worksheets, will 
provide the school staff member with many Ideas on potential program 
resources. During the si tt. analysis session, the employer resource 
coordinator and the school staff member will probably discuss marty 
possible program activities. After the session, theemployer should 
^^proach any site personnel pursuing the sped flc" careers to' be • 
Included In the program to solicit their tooperatlion and to obtain 
clearance to use apy equlptrtent and materials which hava been Identified 
for use In program activities. *^ 
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(Utlng program objtctivti and Irvfortqatlon colUct^d thjough^ 
t!t« analytit to (a) tal act laarn 1^)^ actlvltlat and (b) 
Jaquanca laamlng actlvltlaij \ 

'Tha talk <ft achool parlonnal 'during this phafa of program davalopmant 

.. , ^ ♦ 

requires above all ^ creative Imagination. The Information col lactad on 
the 9^1 te analysis worksheets must' be used to re 1 ect ^nd sequence learning 
. activities for each program day. Although the scheduled studenfampl^er 
contacts should provide sufficient latitude for spontaneous discussion and 
Improvl'sat Ion , It Is wise to begl n operat Ion of the program using a high 
degree of both structure €(n6 specificity. Agendas which spell out the 
approximate time reqiHred for each activity, the topical content, and the 
materials and equipment required will save the employer Instructor's from 
needless anxiety and corvfuslon and mlnfmlze the loss of valuable program 
time by the students. 

. ^ The Appendix provides a number of sample program materials based on 

the learning activities scheduled at actual employer sites; 

k . Assessing and Revising Program Plans ; 

(Woriijng with th>ft employer resource coordinator to assess and 
revise .the draft program and prepare a detailed schedule of 
activities for each program day.) 

When a draft of the program plan has been prepared, the school stiff 

member should meet with the employer resource coordinator for the final 

pre-operat lonal planning session- At this point, the employer resource 

coordinator's expertise wMlVfce especially valuable In assessing the 

feasibility and sequencIno/^H^peclflc learning activities as well as 




th« overall itructore of the program. SInca the preceding planning 
- tettlon, tha amploytr raiourca coordinator will have had an opportuni ty 
to obtain Information on tha ayaHablllty of «lta parionntl and aqulpman/ 

Furthermore, hl« or her knowladga of the organization and day-to-day 
■ functioning of the site will terve to porrec^ apy Uvloui Impractical Itfat 
In the time, location or sequencing of the actlvltlei planned. 

Usually any substitutions or rearrangemahts In the program plan, which 
are necessary can 'be made at this session, so that further plannPng sessions 
will not be required prior to program Implementation. This planning session 
also can be used to solve any logistical problems related to student lunches, 
transportation, an appropriate meeting place, and the like. The employer 
resource coordinator should be given a copy of the program agenda, with all 
evislons hoted, so that It can be duplicated for distribution to a\\ 
participating site personnel. Further questions regarding arrangements for 
program implementation can be handled most practically by telephone. 
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5 . Preparing Students for Program Participation ; 

At the employer site, students will encounter situations and 
experiences which will cause them to examine the world of ;work and re- ^ 
appraise their potential for entering this world, on 'a coij^ i nu I ng basis. 

•Orlent*t/on sessions should be held before the students are scheduled 
to qo to a ^fTew site. The primary purpose of ttf^se sessions Is to brief 
them on what they wl 1 1' be doing and what they should expect to learn from 
their experiences. 

One successful way to ensure that students receive maximum benefit 
from the^^pl orations, Is to prepare them on how to ask questions and 
what kinds of questions should be asked. 

A brief outlln% of sample questlonv-is listed on the following page. 



SOME QUESTIONS STUDENTS SHOULD BE PREPARED TO ASK 

♦ 

Employment Opportunities 

Which carterT art llktly to grow Pipldly, which ilowly, and 
which not at all? 

^ Where will that growth occur, In my community, or elttwhere? 

How much competition will I have? 

What will be my chancei of Job security and advancement? 
Where will I live depending on the choices I make? 
How many Jobs are there now In this field] 

♦ r 

Job Search Techniques 

What are the access routes Into the desTred career?^ 

What are the prerequisites? 

How can employers be appr^oached? 

How can employers be sufficiently Impressed to offer the Job? 
How can I prepare for the Job Interview? 

Labor Market Intermediaries 

Wha{ organizations and Institutions operate between employers and 
^employees to facilitate the process of matching people and 
Jobs? 

* 

Career and Occupational Characteristics 

What would be my primary duties to be performed? 

Do I need special abilities? 

What employee benefits are available? 

What are the entry requirements? 

' . 23 



C. OPERATIONAL TASKS . 
6. Impltmenttng th» Proflram : 

(Op«ritlng the progrtm by hiving tht ttudents take p«rt In 
the le»rnlng,^actlvl ties schedulf^ for each progrem dey.) . 

When the program begins, on Day #1 and later at needed, ^the ichool 

staff member will act as a trouble-shooter, a source of emotional 

sjjpport for both students and the employer and, perhaps, a-s 

a) fact f Itator In handling student questions. Nq matter how carefully'and 

thoroughly the program has been planned, a certain number of problems can 

expected to occur; for example, the students may be reticent, the 



learning supervisors may be somewhat tense, or there may be problems In 
coordinating program activities. In situations like this, the only 
person who Is acquainted with bdth the students and the employer 
Is the school staff member; therefore, he or she will have to 
•'act as a general facilitator in order to f>rovlde a supportive tonnectlon 
between the students and employer site personnel. 



The extent to which school personnel are needed will depend on the 



confidence and ability of learning supervisors and on the quay^ty of the 
program activities schedule5l._ As learning activities and personal 
Interactions get under way, school personnel will want to assume a lower 
pro-file. The students vlll have to relate directly to the employer 



Ins-tructors whose expert I se wl 1 1 define their Instructional authority. 



"^Although school personnel {since they will not be teaching at the site) 
may be tempted to leave site personnel holding the Instructional bag at 
this point, site personnel should feil'free to contact school staff on 
any questions and/or problems. 
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Onc« thi •mploy«r hif eitabllfhtd ad tff«ct,lv« dtgrtt 

of rapport with th« ttM<i«nti, th« tchool tt«ff mtmbtr wHl vlilt th« 
tlt« an obtarvtr to monitor program actlvlttti and document hl» or 
her findings for the future ^iivlf Ion end Improvement of the progrem. 
7. Monitoring end Documfntlnfl Proqrem Actlv|tlet t ; 

(bevlf Ing.e ^{iropeit to monitor program ectlvltle* *nd 

document the flrlMlngt.) 

When Implementation of an exploration program begint, the tchool j 
staff member should attempt to cqver the entire, scope of scheduled 
activities. Complete I nformat Ion on what Is really happening on site 
Is needed In order to compare what Is really happening to the Intended 

r 

learning outcomes of the program's "paper plan>." 

The results*of such a comparison can be useful In several ways. 
Spontaneous Interaction and Improvisation by program participants may 
be discovered to be mqre effective and more Interesting than the program 
activities initially scheduled. Such unscheduled activities should be 
carefully documented so that they can be Integrated Into the revised 
program plan. Or, participating employers may be found to have an 
incomplete or faulty sense of what they should be doing. In a ^ase like 
this,' th©r school observer should note the nature of th'^^problem for later 
discussion with the employer. In other cases, the employer may be 
Implementing an activity exactly as It was planned butvwlth little or no 
success. In a case like this, the substitution df other activities may 
be -needed. 

Often a single school staff member wlll^ot have enough time to give 
a specific site the kind of concentrated and continuous coverage which is 
needed If the program*ls to evolve In a positive way. In some pWot sites 



•twttn two or rtwrt program monitors. 

Although one tchool itaff mtmbtr rttalni chUf rtiponi I bll I ty , for katping 

* ... 

track of program activities at a specific slte» other Interested staff 

members (either counselors Qr teachef'i)' ^Mike twd to four brief monitoring 
visiti each month to that site. They report thel r' ob««rvatlont. to the ^ 
responsible school staff mamber who entars their commanti on an Exploration 
Proflra m Observation Repord form. 

Since monitoring provides the Information needed for revising and 
Improving the program, each monitoring visit should be documented In a 
consistent manner. Pilot sites have developed various forms for use In 
recording the findings of monitoring activities. Although these forms vary 
from school to ^school , our experience suggests that a useful form iprovldes 
space for severaft kinds of Information. Observers should prfflde a concise 

1 

and relatively objective description of specific learning activities as 
they actually occur. Each activity must, at some point, be evaluated In 
terms of Its effectiveness In achieving exploration program objectives- 
Specific redommendatlons for change should also be Included/ The 
Exploration Program Observation Record .provided here can be used to 
docunf>ent the findings of program nx)nItorIng activities.^ \ 



After a program has been Implem<inted the first time, complete nionltorlng 
Is neither necessary nor advisable. The Initial set of program activities 
will have been revised ai^d the learning superv4sors will have developed 
greater confidence and Instructional skllK They will have to deal with 
participating students on therr own terms, without the continuing presence 
of a school ^'chaperone.'' ,As thV^l^rogram continues, the school staff 
member should visit the -site only to gather Ideas for program revision 
mont tor Ing only new activities or those of special Interest. - 
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0. R»vl»lng th» Program ; 

(Oticufilna thm program ttnngthi and w««kn«t« tdtnt^ffad on 
the Exploration Program Obtarvatton Ptacord wl th tha amployar 
ratource coordinator In ordar to ravlta and Improva tha program.) 

After the flr»t implementatton of a program (Its firtt cycVa) , tha 
school staff member will want to meat with the amployerrasourca coordinator 
(and other site Instructional staff, If possible) to assess tha af factj,vanass 
of program activities. If monitoring has been comprehahs I ve and wall 
documented, each learning activity can be assessed In a detailed and 
meaningful way. The employer, resource coordinator will be Interasteid In the 
objective view of the program provided on the Observation Record and will be 
able to contribute the very different and useful Ideas of a program Insider. 
Working together, the people who planned the program Initially will attempt 
to develop new activities to replace any obvious failures, to expand 
successful activities, to Introduce any experimental actlvljtles which may 
have been suggested by student Interests and needs and, perhaps, to alter 
the sequence of program activities. The work done In this planning session 
may be the most Important effort In ekploratlon program development. While 
pre-operat tonal planning Is tentative, although characterized by many good 
(if abstract) Intentions, the work done in this sessloa Is based on actual 
program operat Ion . Many exploration programs have been successfully and 
extensively revised at this point. Although subsequent program revision 
is usually less dramatic, planning sessions to discuss possible program 
revisions should be scheduled at% the end of each exploration program cycle. 




CHAPTER II 
ESTABLISHING PROGRAM OBJECTIVES 
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CHAPTER 2 - CAREER EXPLORATION PljOQRAM OBJECTIVES 
A, EBCE OaJECTIVES , 

Th« v««t majority of high school «tud«nt«, lrr«tp«ctlv« of f«mMy 
background or •cadamic ichlayamtnt, havt had no tffactlva opportunity 
to assass thair own Intaraatt, tamparamants, or abllltl«i In tarms'of 
tha delnandt and rawards of jaal work, "in oth^r wordi, thasa atudantt ' 
tend to diflna tham«alva« solaly In tarmt of paar and pafanta^ bahavlor- 
• 1 norms, without any real undarstand Ing of how 1(fialr llvas might ba / 
expanded and thaIr abllltlas meaningfully applied In tha special con- 
texts of work and the comnunlty. The decisions students make regarding 
their place In these contexts will shape their I Ife-styles and IdentI- 
tJes profoundly---yet, more often thart not, they will "select" or drift 
Into a career without any true understanding of the political, social, 
and professional realities of the working worl^. 

In addition to these understandable limitations of self-def tnl tlon 
and career Information, students tend to have a largely unrealistic or 
limited view of the nature and range of possible careers. Students 
have a vague Idea of what their parents do to pay the bills; they have 
a limited view of what their teachers do, and they hear,. from time- to 
time, prort>otlons on specif Ic 'careers — usually presented by someone 
with a vested Interest of some sort -In promoting Interest In specific* 
Jobs. ' ' 
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GtntraHy, «tud«ntt ard not «w«rtt of t Urgt ,numb«r of othtr 
c«r««r pott Ibl 1 i titt txctpt at thty ar* prttunttd by th« matt m«dla: 



glamorout, amorouf dpctort and oiurtat hurfylng through hotpt tat corrldort 

* ' ( ' 

to triumph ovar a t«rlat of madlcal catattr^p^hiat; rookta poMcaman 

"proving" lhamttti vat In rapaat#d thoot-outt; and dafanta attornayt 

wlnnfng on«"^j^a aftar anothar fpr tha good guyt. Thata unraallttlc 

careir portrayals may ba supplamantad In tha ttudant't awaranatt of 

career possibilities by a few harolc tports figurat, toma public figurat 
in powerful Itions, entertainment figures, Journal ltt«, and their 
counterparts Ih the media. This kirid of career Information does not 
provlde^a factual or personalized basls^for career choice and prepare- 

tlQn, . 

Thus an ef^ctlve career education program should be designed to 
fulfill ver^ specific student needs for: 

1, A sharper and broader definition of each student's 
Interests, skills, abilities, and temperament. 

2, A more extensive and accurate plcture^of the range 

of possible careers and the demands and satisfactions 

of those careers • ^ 

« 

3, An Improved ability to process both new self*- 
awareness and career Information for use In 
career decision-making and taking the purposeful 
action those decisions require. 

This Is a very large order, Indeed, ^or any one Individual, the 

accomplishment of these goals usually Invofves a long, developmental 

process which, under the best ,of circumstances, maVt«k« years and many 

people. Much of this arduous growth process occurs after high school 
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•nd is th« r«»u1t of an accumulation of formatlva txparlincat wtM ba- 
yond anything that tha richatt caraar aducatlon program could provlda. 

Such programs, thanifora, cannot raasonably ba axpactad to anabia 
studants to raach an and-polnt or culmination of caratr davalopmfnt. 
Batter object tvtt, or at Itatt more realistic ones, are relatively 
more modest In scope: broader self-def Inl tlon by studentsi more 
rati\ia1 student decision-making and action, and e>(panded student 
^wareness of career poss ibi'l 1 1 ies. 

Experience-based exploration programs contribute most directVy to 
the last of these three objectives. They are designed to give students 
a more extensive and accurate picture of the rang^ of poss ibie, careers 
by expanding available learning contexts as well as tj^udent awareness 
of career possibilities. Although an exploration program does, of 
course, provide experience'^ useful for both broader self-def Inltlon and 
decision-making practice, the development of these complex skills will 
renpafn the primary mission of counseling and teaching personnel assocl- 
ated with the Career Education Program. 

.4 

% 

B . CAREER EXPLORATION PROGRAM OBJECTIVES * ' 

In order to accomplish the broad objective of expanding student ^ 
awareness of career possibilities, career exploration programs must 
meet ver^ specific objectives. In successful exploration programs using 
the RBS model, teaching efforts have been focused on four target areas. 
These areal have not and should not be- Isolated for Independent 
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treatmenti but 4111 of them h«v« be«n Included In earor •xplora* 

t ion programs, Ltarning actlvltiii typicaHy ara diracted to ona or 

mora of theta araat to Justify thair expansa In tarms of time and 

staff Invo) vamentt The four major objactfvas for students In an ex- 

proration program are: 

1/ Understanding the context of the employer or community 
resource setting, 

2, Getting a feel for the range of activities In several 
sped f Ic careers ■ 

3* 4-®*''"''^9 remembering p r ac 1 1 ca 1 f ac t s abou t 
successful employment. ^ ' 



Learning how to use facts, observation, and 
experience In personal dec I s Ion*-makl ng , 



Each of these objective areas suggests many program activities^ 
More detail Is provided on tables lA and IB at the end of this chapter 
and In the discussion below: 

With the possible exception of highly subjective and private pur- 
suits such as creative writing or the graphic and performing arts, most 

« 

careers are defined*, and to a large extent controlled, by the goals, 
values, and management structure of an "organization.*' The complex 
polltlcaj, social, and occupational influences within an organization 
create a context which a worker needs to understand If he or she Is to 
use and relate to It successfully, ^dentlfylng and explaining the 
nature and Influence of the career -context is extremely Important In 
career expll^rat Ion, Beyond the very direct Impact of the orsinlza- 
tlonil context lies the following teaching truism: Students learn more 
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of th« J 



•nd f«tl mor« comfortabU on new ground If thty h«vt • i^n 

"big picture." A working knowledge o) the-orgenlzitlonal conuxt will 

■ ■ ■ » 

provide them with a fr«me of reference which they cm ute to Integrtte 
Isolated facts, observetlon, and^xperlence. 

Although Insights about the organizational context art necessary 
for the purposes of orientation and will later add to student under- 
standing of Individual careers, the. careers themta Ives must receive the 
most concentrated attention during the course of the program, 
The most valuable and lasting learning outcomes for Career Education 
are those gained by direct exposure to the performance of specific 
career tasks In typical settings. 

A large and significant body of career I nforrftat Ion may not be 
readily ev{d>^t to students as they focus on the organizational context 
and on the activities of spec I f Ic workers . This Information Includes 
both factual artd procedural data related to Job training, acquisi- 
tion, advancement, and material benflts. 

Objectives In the first three areas (Context, Careers, and Practl- 
caT Career (^formation) center upon the learnlrji^ potent lal ^Inherent In 
the composition and resources of ' a sped f U s I te. 1^ the fourth area 
of program objectives, th^ focus Is upon the students — as Individuals 
and as people who will react to the employer setting. They wl 1 1 need 
and appreciate active assistance from employ'er staff participants and 
sfhool staff In order to operate effectively within a ne^ environment 
ami to process the barrage of new experience and Information encounterefd 
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there. Cartful planning wlH bring th« bait Of tha ilta within thair 
reach. Making tha learning potential of tha tita. uiaful for th« itu- 

xdents Is th« fourth program objective: Proce»iing Program Ir^formatlon 
and Experlencai. 

* . 

Students arrive at an employer site with many unexplored apprehen- 
slons, ^expectations, Interests, and outlooks. It Is Importlftt to deter- 
mine what their i n 1 1 i a T f rames of reference are, I order td^nake them 
feel like real participants and communicators In subsequent program 

r 

activities. By understanding where the students stand at the outset, ^ 

program coordinators will be better 'able to correct mi s i nformat Ion and 
to tailoV program activities to the specific learning needs of the 
students. • 

As they move through a strange and seemingly .compl icated environ- 
merit, students may have many questions and comments which will remain 
undefined or unart i cu I ated unless participating staff members create 
a congenial and effective forum for questions and answers. The students 
will also need help In organizing and Integrating the enormous arrxDunt, of 
. raw information and experience included in prog ram act i v T t i es . Finally, 

they must>^be aided In applying what they have learned to their own career 
Interests and future plans; old career outlooks must be defined and re- 
defined in terms of the new outlooks provided by the program. 

Figure. 3 Itemizes the kinds of circumstances and teaching inter- 
ventions which facilitate student integration and use of program in- 
formation and experience. ^ 

• ■ 
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Exploring carters In an •mploytr «it« Is an anormously concrtta 
and compllcatad learning exparlenca. It It not by natura or lntaht> 



an academic exercise, the foregoing discussion of program objectlvi^s 
does not, In itself, Indicate the actual structure of an exploration 
program; It merely provides some guidelines which can be used to 
Identify In a compreheni t ve ind orderly way the most Important objec- 
tives of such • progrim. In effect, It should help progreVn personnel 
to answer the first question In program planning: "What Information 
and experience do we want to emphasize?'^ 

Once the career exploration objectives iFor your program have 
been estab^l I shed , a summary of those objectives and the objectives of 
specific learning activities should be prepared for presentation to 
all participating employers. 
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CAREER gXPLORATION PROGRAM OBJECTIVES 



Context ; Identifying the Character and Mission of an OrgiinlzatUn 
A. Major product and service goals 

Bt Organizational structure * • 

C. Essentia) resources: materials, facilities, axpertlie 
Special problems and other Issues unique to operations 

E. Management biases, priorities, and expectations 

F. Organizational influence and InteractPon In the community 
Consumer access to and use of the organization 

II. Careers: Defining the Characteristics of the Worker anckthe 
Scope of Work 

A. Major career tasks and respons 1 bll t t I es 

B. Work outcomes In products, services, and performance 

C. ^Requisite abilities, skills, and temperamental traits 

D. Necessary tools, equipment, and environmental conditions 

E. Outstanding satisfactions and drawbacks of the Job 

F. Relation pf a specific Job to* the work of the organization 

G/ Worker^s feelings about' the job and the organ I zat loni^l context 

III. Practical Career Information : Facts, Expectations, Procedures 
A, Job^Speclfic Information 



1, Requisite training, experience, and ability 

2, Training progr^is available and opportunities 
for apprenticeships or other preparation 

3, Salary ranges, fringe benefits, and prerequisites 
\. Ladders of advancement and criteria fo> promotion 

5, Applicability of specific careers In other work spittings 

6, Current employment outlook for specific Jots 

Standard Employment Practices and Materials 

1, Application forms and procedures 

^ 2. Entrance level testing and evaluation 

3' Interview forms and related employer expectations ^ . 

- Pf^rformance evaluation criteria and practices ^ 

C. ''Invisible Forces and Unwritten Laws" ^ 

1. Notable "don^ts" of Job acquisition and maintenance 

2. Employer expectations regarding the personal style aftd, 
presentation of employees and applicants 

3. Management att I tudes on hiring women and members of 
minority groups 

i*. Union organization and Influence 

5. The character and e^ffects of the dominant management style 
^ ^ Figure 2 ^ 

ERIC ^ 3^. ' 
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CAREER EXPLORATION PROORAM OBJEdVlVES 
(contlnutd) 

tv. Proflrtm tnforwat^on 4nd Cxptrlf net ^ 

A. Eftabllihing • CHmatt for Studtnt-Employtr Coop^ritlon 
•nd Convnunicat ton 

1. Appropr litlng • physKa' tp«ce whtre raUxtd and congenlil 
discuttion can take pi act throughout th« program 

2, Conducting • thorough or I #n tat I on which: 

a. Pertonally I ntroducaa tht employer Instructor 

to the students 
b- Introduces the students to the employer in 

terms of/ 

(1) Their career Interests 

(2) Their career background and experience 

(3) Their particular skills and abMitles 
(A) Their program expectations • 

(5) Tkpir apprehensions and other Initial feelings 

c. Provides to\%^ for student participation at the site 

d. Defines student learning needs and inijerests 

e. Outlines prospective program activities 

B. Monitoring Student Response to Program Activities 

K Testing and strengthening the students* intellectual ^ 
grasp of basic facts, concepts, and principles 
•2, Eliciting personal impressions and reactions 
3* Encouraging questions and r^ponding appropriately 

C. Helping Students Integrate Learning 

1, Reviewing critical facts, concepts, and principles 

2, Illuminating relationships between experiences and ideas 
3* Assessing old goals and plans In terms of new career 

information and experience 

D. Helping Individual Students Use the Exploration in: 
1, Defining new career dircc'tions 

2* Selecting avenues of future exploration and action ^ 
3* Evaluating program activities 

UtllTzing the site as citizens and private Individuals 



Figure 3 
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CHAPTER I I I r SITE ANALYSIS 

* 

RATIONALE AND PROCEDURE 

After the object I /e« of « career exploretlon program heve been deter- 
mined and clarified, school staff membert will Initiate the site analytli 

process with site persor(nel'^ During a planning lestlon, they, will survey 
site resources and ll/f thdse wl th the best potential In terms of program 
objectives. Since site analysis Is a big Job and the time available Is 
generally limited, site personnel have developed the standard^format ton- 
gathering process outlined here. This process Is recommended since It can 
be used In a wide variety of employer settings and ^ecauSe It conforms to 
the major progri^n objectives of career exploration. The following discussion 
explains how this process Is Implemented. ' ... ^ 

This procedure is specifically tailored to the needs of school per^sonnel 
who are developing career exploration programs for groups of students who 
have had little or no exposure to the business world. The worksheets, there- 
fore, are based on the assumption that general. Introductory Information Is 
required which will have to be gathered In a single sessiorr, supplemented 
by a tour of the physical facilities. 

The completed worksheets will. provide Information in three distinct 
categories which are directly relate<J, to the program objectives discussed 
In Chapter II. Worksheet I is used by^school staff to Identify the charac- 
ter and mission of the employer organization. The answers provided on 
this worksheet, together supply a general Idea of~Th*-fl()NTEXT tn which 
program activities will take place. Information from the employer In 
answer to these six questions will tell school staff what the organization 
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do«t» how it it ttructur«d» and which units and tirvic*! might bt^aVat)'^ 
able for program uta. Thlt information inay alto tuggatt facta ► concaptt» 
and topical tttuat for Inclusion in prat antat Ions ortantin g tb f studants 

to tha organization. 



Workshaats 2 and 3 concantrata tha attantlon of school parsonna) on 
the most Important learning resources for any career exploration program — 
the actual CARtE^RS being pursued tt^he site. Worksheet 2 provides enough 
space for a complete list of Jobs (by career area or department) throughout 
the entire organization. -After a complete list of Jobs has been developetf, 
school staff members and site personnel should select a limited number of 
specific Jobs to^emphaslze during Implementrt Ion . The selection of these 
Jobs can largely be carried put through a process of "el f m^|j||||||i5h. The 
five broad guldel Ines .1 Is ted below can be fol lowed to arrive a^ a manage- 
able number of significant Jobs: 

(1) Any Careys or career areas which are treated in a ^ 
substantive way by other employer programs In this 

cluster or (n other clusters can be eliminated. 

(2) Any careers which are common to any business or Insti- 
tution can be eliminated. Clerical, malnt^ance, and 
other support Jobs are usually eliminated. 

(3) If site personnel are convinced that certain careers 
will be completely off-1 iml ts for students due to 
security, union, or safety prohibitions, they need 
not be analyzed on Worksheet 3. 

{k) School and site personnel should then decide which of 
the remaining careers are most unique or most charac- 
teristic of a specific site and llsf^those careers to 
receive special attention In the program. 

(5) Finally, the school and site personnel Should review 
the program object Ives and determine which of the 
careers can best be used to achieve those object Ives . 
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One* th« guld«l ln«t, n tttd on th« prtvjou* Jjtgt K«v^^ 
progrtm pertonntl thould h«vt • Utt of cirttri which •P« •xctlltnt proi- 
pacti for Inclusion at « glvtn tlm«. In ordtr to dtttgn Utrntng •cttvl^^ 
ti«s to I lluitrat* what th*»f carttrt actually tnvoW«, prog rim dtvfloptri 
will hav« to •xamint ••ch carttr In mort d«Ull. Workth««t 5 c«n b« ut«d 
to unearth and organise the topics and materUli which will be most useful 
In planning. learning activities for each career expe*u re. Remember/ you 
are nttt preparing a definitive job deicrlpt Ion, for use In the Dlctlonery 
of Occupational Titles ; rather, you are analyzing each Job In terms of 
student needs and possible learning activities. For each analysis, the 
official job title (and the related career area or department) should be 
entered In the lisfthand margin of the form. 

Learning activities which "teach" students about specific careers are 
Usually based upon major career tasks.' These tasks become the foci for 
both discussion and hands-on Involvement. The first column of- this work- 
sheet, therefore, provides space for a list of tasks (and related settings). 
The four remaining columns can be used for Information on observable 
products/services, equipment, training materials, and any available dls-^ 
plays, collections, or demonstration which Instructors and students might 
use In explorlrtg these tasks. As this worksheet Is completed, possible 
learning attlvltles will begin to come Into focus. 

Worksheet ^ can be used by school staff to gather Information related 
to the program objective entitled PRACTICAL CAREER INFORMATION. Although 
a great deal of thl"s Information Is provided on Worksheet 3 .(under Train- 
Ing Materials, Audio-visual Aids), a great deal of job-specif Ic and 
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dr9«nlz«tlon-tp«clf rc Infortwtlon can b* gathtrtd from titt p«Pionn«l tn 
t«v«r«l typical support tarvlctt. At th« Uft-hand NMirgtn of thtt form 
four ma^ or facMltUf or tupport ttrvlcai ara Uitad which utually hava ' 
a graat cImI of coQcantratad, official Information. Soma of tha ratourcaa 
avallabla frc«n thaia tourcft ara data! lad across tha top of tha form. To' 

J* 

completa this workshaat mova fni^J^ft to right, asking tha kinds of quas- 
tloni 1 1 stad balow; 

.Which of your Public Information Offlcars could spaak 
to our studants about your organ I xat Ion' s, sarv leas? 

Doas tha Public Relations Off lea hava company lltara- 
tur« or other materials for student use? 

What audlo^vlsual materials and equipment might we use? 

DojBS the Publ Ic Information Office lave standard pro- 
grams or demonstrations which we might sea? 

Frequently, the r'^sogrces listed on Worksheet A wl 1 1 be used In 
orientation activities or Ijn special program segments which deal with 
the organizational context or practical career Information. In some 
cases (especially through personnel services). Job-specif Ic Information 
qyy be Integrated Into the activities related to specific CARETS. A 
copy of Worksheet k has been completed to suggest the kinds of Infor- 
matlon program p€(rsonnel may collect and find useful In planning program 
learning activities. 
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WOMtHin I • CONTtXTi MflNIM THI OHMNIIATION 



1, What art thf major gcm\% of /our^orfanttttlon In tumi oft (a) th« pro* 
ductton of goodi and MiariaU, (b) p«rfon«(inci of oowaarcUi loglil 
larvlcai, (c) comnontty InvotyMantr W othtr poitlbU peforltUtT 



What ara tha major dapartmanti or dlyliioni of your organltattoni and 
what l» tha prliaary function of aacht 



3. How ara thaia dapartmanti or dtvtiloni raUtad to aach othar in normal 
oparatloni? f 



Deal your organization hava axtarnal oparatloni, branch off leas, 
auxl 1 1 lary sarv Icat » 
axploratlon program? 



auxHIIary $arvlcaf» or af f 11 lata$ whyh might ba Includad In tha 



What facts, concaptt, and topical Itiuat should ba prasantad to ttudantf 
so that thay will urKiarstand tha work of your organlrat Ion? 



6. What dascrlptlva lltaratura and audio-visual aids ara availabla for 

usa In orlanting studants to your organltatlon? 
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^KIHIIT I - CMIIMi JOI CATtlMIII WITHIN TMI IMAIIIIATIOH 



JOI TITlIi HIM. IP. MQ.J. 

(Function) „ . - 



JOI TITLIt 



JM Tirg 



t 



JOI TITlli 



OEPARTHtNT OR CAMIR AREA: \ 

JOI TITLSi ' ' 



JOB TITHi 



J^B 



JOB TITLIi 



JOB TITLE!_i_ 



OIPARTMeMT OR CAMER AREA: 

f 



JOB UTLE: 



JOB TITLE! 



✓ 





t 


.1 


i - 


1 • . ;' 
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r^AMAlYSIt Of IHCIPIC JOIt 


■ • , ■ 




HAJM TASKS IN THIIK IiVTINQS 

V 


OISIKVAHI OUTCOMt 

(PKoouen/iiKvicis) 


iqMII*MINT, rACILITIII 
OK SYtTIM 

•i,„,,..-. - 


TKAINIHt MATtMM.i/ 
AUOO'VIIUAL AIM 


AVAILAIU OttfLAYt, 
CeUICTIONS, 
DIHOMtTUTIONS 
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TYPICAL CAREER INFORMATION MSOURCitT HOflt^ HATIRIAU, AHP PROQRAMS 



m 



ROSSIBLC SITE 
SPECIALISTS 



WRITTEN HATBRtALS 



AUDI0*VllijAL MAttRIALt ft 
. f I^IPMENT 



programs; DEMONSTRATIONS i 
TOURS 



U Ul 
UJ iA 



I 

0* 



O 



in 



U UJ 



•J 



1 T 




SAWPLt VWRKIHirt i.'g i>iUeTic*L :e^ 

TYPICAL Career INFORMATION RBOUIW' 




frorUr-MATtRiAiSyiM^PRoa^^ 



POSSIBLE SITE 
SPECIALISTS 



WRITTEN MATERIALS 



Audld-ViSOAL rtATEMALl i 
EQUiPHENT 



f»WGRAMS, 'DEMONSTRATIONS I * 
TOURS 



00 

Z) 

a. 



Community Affajri 

Offlc«r$ 
Publ ic R«1ationi or 
Public Information 
Offlcafi 



Brochures x 

N«wt rtlMttt 

Clipping flU 
Tradt parlodlcalt 



Dtttcrlptiv* 

f t Imt, and 
Documtntkry 

community 



and promot«lonal 
tird«i 
fllmt of 
t«rvlc«t 



Orientation progrpmt 
Programs for public groups 
a.g. , tpaach at the 
Rotary Club 



id 

to 

UJ 

u 

MM 

L> UJ 
5 ^ 
(L > 

«J UJ 
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Ed 

H < 

< u. 
o 
=> 
o 

UJ 



o 

O UJ 



Personnel Officers 
Writers 



Job descriptions 

Job epplicetlon forms 

Resume formats 

Sample tests 

Personnel folders'' 

Salary & benefit data 

Performance/review forms 



Orientation ft in\s 
Training ft 1ms 



Standard interviewing pro- 
cedures 
Standard selection process 
Performance review criteria 
Seminar materials 
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Vocational Teachers ^ 
In-House Professionals 



Training manuals 
Simulation a Ids 
Sampfe tools 
Evaluation forms 



Training films and slides 



Taachtng demonstrations 
Training classes 



Llbrarianj. 
Archivists 
Researchers 
Curatoif's 
Display Artist* 



In-House Library 
Historical documents 
Current and past stuc^les 
Museum col lect Ions 
Spec ial d Isplays ' 



Fl Im col lect Ions 
SI Ides 

Graphs and charts 
Standing exhlbt ts 
Topical displays 



Tours and projects 
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CHAPTER IV 



DEVELOPING EXPLORATION PROGRAMS 



CHAPTER IV -'oeVELOPINCI IXKOMf ION MOORAMI 

■ ■ . ' \ ' . ' 

A. SELECTING LEARNING ACTIVITIES 

P«rh»pi the most difficult ptrt of th« program d«v«1opm«nt l« tht 
selection by school stiff members of sptclfic ilctlvltlts to glv« career 
exploration both form end substence. Dtmonstretlon and pilot site per- , 
sonnel have discovered roughly thirty-three types of Instructional acttvl- 
ties which are especlelly effective. These actlvUlas can naturally be 
ranged along a continuum of eight clearly definable levels, with each 
level representing a different teaching method and sarving a different 
function. Moreover, each level Involves learning experlencas which are 
progressively more closely related to real work activities and whlch>ro- 
vide ever*-lncreaslng opportunities for student Involvement. 

As a whole, this continuum Includes the broadest possible spectrum 

- . v, 

of methods and purposes. At one end of the spectrum we find the rather 
commonplace approach whereby a teacher provides Information In a lecture. 
At the opposite end lies the n>o8t effective method of career exploration: 
student Involvement In han<Js-on experience with real work tasks. Each 
tevel with Its associated variations has an appropriate function In career 
exploration; each has strengths and limitations and each cJ\i make a unique 
contribution, 

The following outline presents the continuum of learning activities, 
. showing each variation and Illustrating Its use with an example from 
actual program experience. A close examination of the whole continuum Is 
absolutely essential, since the activities and examples It contains will 
be major reference points In subsequent sactlons of this chapter. 
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AH oft thiti Uirhlhg actl^iVtrit and th« rr tit 
^Tgnlflcant v«lue. E«ch,fulfMlt a glv^n conttwt goal mora afftctlvafy: 

and Bcononfcally than another , but tach; h«i daftritu I tmttittont^hteh 
must be recognlzad. On« of the central challenge* of program planning 
lies In clearly Identifying the program objective of the moment and ' 
selecting the most powerful learning activity for Its accomplishment. If 
goals and activities are well matched, desired learning outcomes follow 
natural ]y. 

♦ 

N 
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1. 



LECTURE PRESENTATION OF FACTS, CONCEPTS, AND PR INC I PLES (UNAIDED) 




Purpote: 

To deliver b*tlc faotual Information 
to assist, studtntf In understanding 
and Integrating thair observations 
and experience at the employer site. 

Probable Use: 

In a class or conference room 
setting: during Initial orien- 
tation, as preparation for active 
participation, or as a summary 
exercise aimed at Integrating 
what students have seen, heard, and 
done during their exploration actlvl 
ties . 



Possible Contenti 



Simple definitions of an organi xat Ion' 
goals, procatias, and p.roductt\ 

An Insuranpa company parformt X 
procasaes and procaduras In order 
to provldt Y aarvlcas. 

Complex overviews of organ^l national 
structure and procaaaas: The 

comSunl'ty bank Is divided Into «lx 
major departments which have dis- 
tinctly different functions: .... 

g<planatlons of major work-ralatad 
Issues and concerns: 

Safety practices, office practice and 
procedurea, the training requtremahts 
and benefits of a sfitclflc Job. 

A presentation by a panel of workers 
representing several different Jobs 
In a single employer site: 

A social worker, a psychologist, and^ 
an aide discuss various I ntferrel|tfe;4, 
social services provided by the 
coTfimunlty agency where they work. 



mm 
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• 2. AUOIO-ViWaL PRESENTATIOH with COMMENtS by A VCCTURER 
Purpoie* ' Pd»ilbU Cont«riti 



To del I v«r necatiary facts, conctpti, 
and prlnclpl€f usiny high lnt«r«tt 
/r>edl« which lllustrat* abstract 
-1nformatlor> In a conqrata, Immadlata 
manner. 

Probable iJse: ' ; 

In a class or conference room setting: 
during Initial orientation, as 
preparation for act I vie participation, . 
or as a sunvnary exercise aimed at 
Integrating what students have seen, 
heard, and done during their explo- 
ration activities. 



The same types of Information provided 
In Learning Activity I: 

- Using maps, charts, graphs, or 
simple descriptive literature. 

- Us Ing si Idet, tapes , photo- 
exhlblts, etc. 

- Us Ing' sh^Blf Mms about the 
orgarvt Jia^ri , chief concerns, or 
acti vl tl«rs* of a specific employer 
site. 



Advantages 

Can be used most effect I vely to 
convey very basic Introductory 
Information In a highly^cont rol led 
setting away from possible distrac- 
tions and to prepare students for 
more complex learning activities, 
e.g., to describe a production 
process they are going to bbserve, 
to present" the legal Issues In a 
trial they are going to attend, or 
to present the rules of a managemj^nt 
•game they are going to play. 



Caut Ions 

Although students will pay careful 
attention to audio-visual materials 
(If reasonably Interesting and curreht^, 
they quickly lose Interest In unaided 
lecture presentations. 

Lectures cannot communicate the actual 
experience of work. 




font of fMtwil Informttlon Iftto 
th« Ktuil w©rk •«vlrfrti»«t; to pro- 
YlH tNi ¥.UK M|h Ipfwt 
•tritlooi>of dutlot, oqwfii^iwiti 
•M prof ' 

^robabU Ufo; 

In applet I «t« work tottlnft Mil/or In 
• ttlMtroM Arco ^ro tliwiUtloAt» 
tupploMnt«ry 1ootur«« or dlteuttlo«^t 
coo bo hf Id, 
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f^otwo eontmt 

♦ShiU ood fOfcfkv intte^ 
tour of ijKo vfHoU o^Ationt 
Itudontt novo rtthof <|v»UI(ly through 

• U doMrlMmtt of o cowikioUv, bon|i 
•fw 0 brtof toftAiro-orlontotfofti 

* A »'trr ll» yM^MVnki It** Irvtontlvo 
touf of n fOM ifUot«4< iroii. with 
pUm>*d OffortMnUlM fon 

- Tht tJtont notion o«^ hondltng of 
•qu)|N»ont 

• OoMonttrttiont by lito ptrtonnol 

• Catuat ftM^nt*work«r oonvofUtton 

- tiMoU titk trials by oach ttudant 

- Itru€tur«d taachlng^aiKOnitratlOnt 
wharaby workort show tha ttudont« 
whort thty work» tKaIr ot^ulp«iant, 
and oajor work actlvltiaf ; 

An, X-ray tachnlclan takat, davalopt, 
and roadt o chatt X*ray, conPibntlno 
on tha procan at ht or tha ooa« 

iioog. 

- Studantt obtarva awipioy«r Job-ti'alning 
clattat and participate whara pottlbla 

Studantt obtarva an Introductory 
clatt for trilntat and participate 
In. ditcuttlon parlodt at tha 
Invitation of tho Inttructor. 

- Employaat tlmulata a round-tabia 
dac It loo-making Maotlng which It 
typical of thair work; 

Social workaft ravt«w lha flla of a 
flctltlout cH«nt and daclda on an 
ipproprlata courta of action* 
potttbly with ttuda^t participation. 

- Studantt obtarva a rail occupational 
activity and partlcipata In a 

follow-up dltcuttlon: 

Studanjti obtarva a criminal or cIvM 
trial, a v^larlnary axamlnatlpn, a 
lurglcal procadyra, tha taping of a 

TV or radio thow. 



Advantagai 

Provldifi a good ^ovarv I awing tachnlqua 
with Incraatad ttudant actlylty ajid 
mobility, graatar tt Imulat Ion , ahV, . 
mora studant Involvamant quattfon" 
ing/ touching, Examining, and 
obtarvtng which makai tha program 
contant nora concrata. 

Tht variation! HtCad for thit 
laarnln^ actlvl^ty axtand ttudant 
undert tand I ng by providing pro- ^' 
yrattlvaly broadar opportun 1 1 l.at ^ 
for ttudant part Iclpat Ion in raal 
and tlmulat^d work actlvltlat. 

[>amonttrat loni can ba uiad to 
taach'batic occupational ski lit 

tha ttudanti ara givan an 
opportunity to apply what thay hava 
laarnad immadlataly. 



Caution^ 

Although tourt do not retuU in 
l»paclflc tktllt or fff-reaching 
laarn Ing cutcomai t damont trat ions can 
ba utad to iiluttrata tt«p-by-it«p 
activitlat and proctttts. 

llmulatlont raquira a gre^t doal of 
praparation» InrtrprataU^r^* 
aXpianatlon. 
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lUIITANTIVI C^IICWIIIOH atTVt'w LIAW^IHI WiRVIIORI AND l^tlNtl 



Purpott: 

To glv« ttudtnti: an opportunity to 
thap«» artlculttt, «nd lnt«gr«t« 
ilgnlftcint •xploritlon Irrfor'^ 
matlon ind •xp#rt#nc#v 

Probable Utai 

In a clatt or conf«ranc« room tat- 
ting bafora and/or aftar tuch 
actlvltlat at t(^rt, fllmi, 
timulatlont, handt-on part Icl pa-; 
tlon, ttc. 



I^ott Ibla Contant { 

*- tKOhtr^gu of facts » op Ipiont and 
txptctattont I LMh^tng auptryltor 
•tkt aach itudanV to coffwtnt on hit 
or hir cariar iKploratlon <ct1vl- 
tltt^ 

Itructurad quaition and antwar 
aatflona gaar^d to ravlawfng 
acttvttitt or.to attab) lihing 
critical factti; cOncaptt, or prln-^ 
cIpUt: Idantify thraa Jobs you 
obtarvad today and tall ut tba 
major rttpontlbM I tiat of ttch Job. 

* Guldtd quattlonlng to datarp^lna 
ttudant raactlont to thalr ob- 
tarvat loor and axparlanca In tha 
amployar titt: Woijld you Mka to 
ba a bank tallar, a data procattor? 
(Why? Why not?) 

- Syttamat Ic dl tcutt Ion datlgnad to 
anabia ttudantt to aitatt, turn- 
marlza, and lntagra(a thalr 
Imprattlont an;i axparlanca: Think 
for a faw mlnutat about all tha 
Jobt you havft taan hara and than 
tall ui^ y^lch of tham ara rnott 
clotaly ralatad to your Intarettt 
and abf 1 1 tiaf . 



Oral pratantatlont by ttudantt ^ 
faaturing thalr attitimanta of work- 
ralatad actlvltlat and/or problanis: 
Each ttudant It atkad to glva a . 
two-mlnuta praiantatlon tvaluatTng 
tha af factlvanatt of program actl- 
vl 1 1 tt . 



' Advantagat 

Encouragat^ oral part I c l^pat I on at wall 
at tha mown intal lactual 1y damandtng 
procaiting of Information and ax; 
parlance by itudantt. 

Group ditcuttlpn It tha rnott powerful 
mathod of halping ttudantt to undar- 
ttand» mmtmber, fntagrata', and par- 
lonal Iza wha^ thay have learned. 

DItcutilont can be tailored to 
ipeqlf Ic toplct an^Smay )att any- 
wKare from a few mtnutet to an hour 
depending oh the topic. 



Caut lont 

Initially^ ttudantt may need to be 
encouraged to take part In dltcuttiont 
guided by the learning tupervltor; at 
the fttudentt become nx>ra experienced, 
their confidence wl 1 I grow and they 
willbecoma Increatlngly willing and 
able to make moaningfial contr I but l.ont ts^ 

• ' / 



5. SASKIC SKILLS OCVCIOPMEHT FRWICTI UtlNC tITI MSOUflCES 



Purpo««: 

... ^ 

To t««ch fp«cUtc batlc^ikllU and 
d«monftr«tt how thty irt rt)«t«d 
to tptt^tfic work actlvltUt at th« 
•mploytr tltt.-t 

Probabit Uta: 

In thm amployar ilta, at amployar- 
aisl^nad homework to ba ditputtad 

on slt9» or W a cUtir'oom to 
follow up exploration actlvltlat. 



Pottlbia ConttntJ 

- Siudanti Utt amployef aqulpmant to 
«olv« nlfith problaintt tmployar 
htlpi itudtntt to c*lcu1ata tha 

quantity of lulphur by-producti 
found In antl-poHutlon aqulpmant, 

- Student* uta ilmpU rttMrch mathodt 
to axplort quaitlont whfch arlta on 
•Ita: Cmploytr halpt ttudaptt pra* 
para a t^pla quaittonnaire to ba 
•dwinlttarad to thair paart and 
analyzed during a subiequant program 
day. 

- A toclal »tudle» teacher or guidance 
counselor attlttt ttudenti in 
researching and reporting their 
findings on a slt^related topic: 
How has tha union 'movement Influenced 
personnel practices In the skllVed 
trades? 



Advantages 

Enables students to become "workers" 
In terms o^ exploration activities 
which are related to qareer per- 
formance but which do, not require 
job training, the use of expensive 
equipment, or a great deal of staff 
time end energy. 

Career exploration activities 
cover many topics that can be used 
by students In assignments for 
other classes* e.g., as the subject 
of a papAr for an Engl I sh class . 



Cautions 



m 



Although many careers require 
extremely hFgh levels of technical 

' and analytical skills, projects canr 
be used to Introduce them to the kinds 

♦of skills needed for specific careers. 
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6. ROLE-PLAYING AND 



- SOLV I NO GAMES AND MOJICtl 



Purpose: 

To aMow. «tud«nti to participate 
in highly Imaglnatlvt, piVsonai i z«d 
•xploratlon of worktr roiat »nd 
major organlxatlonai iitutt, tuch 
as human ralationi, budgeting, 
management strategies, etc* 

Probable Use: 

In seminar or . classroom, following 
such Instructional activities as 
lectures, discussions, or demon- 
strations. 



Possible Content : 

- Students select and, work out a 
typical personnel problem or - 
potential conflict which h«« ^••t\ 
stated hypothetical lyt - Unton 
spokesmen, management ,repr«fentitlvtt , 
-and |in arbiter negotiate t^e tenpw of 
•a' new contract . 

- Students work as a groGp to draftee 
personnel policy designed to 
establish fair criteria for promoyion 
In a specific Job category. 



Students draw up a hypothet I Cji I 
budget for a specific site and then 
check their guesses against the 
actual figures. 

Each student creates a simple prodUict 
which might be used to advertise one 
aspect of the site which he or she 
conslderi^ particularly striking; 
With the help of a public relations 
specialist, each student writes, a 
news release describing a favorite 
zoo an ima I . 



Advnf gc s 

These act Ion-oriented activities ere 
both convenient and ;|?rect i c« 1 since 
they require no spiHipfallzed setting, 
training, or equipment. 

Can be used to acquaint students 
with site and/or job-specific 
tasks, problems , .♦nd processes 
(e*g* , declslojn making) and move 
students closer to real work 
experiences. 



Caut Ions 

Games should be designed to hold student 
Interest and to provide students with 
an opportuni ty to apply the Information 
they already liav«i on specific Jobs 
sites* 



or 



To (kWm itu^ti to'iiiHi^ th«U / 

in • UH*^ or ^^i"^ Mttlni ' 
- tfttr' rMalvInf InferiMtl^n mi- 
foDowrng o(»»«rv*t ton*) •etlvt^l««« 



\ 



Bliif U utk kith Mlnlii) t^^^tt 
Um ••(tor oMnur t« l«UU 



• |tu4Mti H^fwm • lot t Ml tHMMo 
MtJ*r ^utloi tf • ftv«n Ml uilnfl 

with • ••t««tl»fvV f«04^tM«tlMr • 

*krt»tooM. oot,rofor«\M ftKi, 
•ft r.&.A. ontMoloiUt lUMrvlioi 

ehoftk thotr rin4t^fi. 

- Itudonti pr«Mr« and onyt • 

• linlfleant eotu^tlonoMitlvl tV- 
wtiioh Involvti tho lmi|in«ry 
(•iitory ■of ••vor#1 IntorroUtod Jtfbl 
or proctdurtii Uilno •ctual C|9*« 
htitorlti, ituilonti l«r)|»t, OMt, 
•nd conduot • MO«k crlMfn*! triti 
(to U vldoo^ttpod «nd ertttdiMd by 
•n Attornoy Or • |Mral««*l if^Mlal- 
llt). 

Tc 0«t eoncrtt« InforfRition on 
hirtnp prp^idurti and J^b r^qulrt- 
iTwnti, itMdanti takt • liwplt 
tmployiitnt t«it. fill out • r«al Job 
•ppMcitlon, tnd participate In 
Inttrvltwlnf • ^'pot«ntU) Mploy««,*' 
y^lth tht •tiltttnci of li f>«rtonn«l 
tp4ict«)llt. 

- Itudtnti ptrtlclpati "Inttrlock- 
Ing" timulitloni which ihow hon^ many 
]jQ4a art Involvad In a firm'i 
production procaii^ ttudant| uta 
thair own vlilt to a local nawtpapar 
it tha bat it for a faatura itory * 
whkh thay wrlta^ adit, tat, and 
"ha^p" to publish. 



Advantagai ^ 

Can pro^lda itudantt with 
opportun i tUl to carry out taikt 
uting raal aq^jlpmant, with rial 
product or tarvica outcoi«a|. 

Although thay art ttlll not ''tha 
raal thing," thata activltlai , 
anabja ttudantt to axparlanca a 
vary cloia approximation of toma 
Jobt without Intarrupting organl- 
latlonal procl^ttat and without 
baing axpotad to pctantlal lafaty 
haxardft or lagal tnfractl6nt, • 



In titat whara dangarouii complax^ or 
hlgh*iacur Ity oparatlont ara carried 
out, rimulatlont may ba tl^ ot^ly kind 
of handf-on axparlanca that can ba 
provldad In a caryr axplorat^on 
program. ^ r 
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PEIlfORMANCE OF REAL ^WO^K TASKS WITH REAL WORK OUTCOHES 

Potiibli Cdnttnt! ' ^ 



0\ 



Purpoii: ' 

To give students ftrithand experience 
with the demends end set I sfect ibrvt. of 
real work. 

Probehle Use: 

•s 

In n program i It6» lifter considerable 
orlentetlon, obtervet Ion , # nd tuper- 
vlsed practice activities. 



Advant ages 

These are the most effective 
learning activities and have the 
greatest! WDSt lasting Impact on 
subsequent career decision's. 



Students provtde asllstance or 
support Th observe r/«pprtnt 
relationships with fmployeeti :\ 
Jypjcil <Hit I es ffll^jiht Include typ^lng, 
f 1 1 fng, cUenlng iqulpment ^ record- / 
Ing datti and answering th« tele- 
phone • ^ 

* Students assume fu) ) resppnslbl Ht/; 
for handling one Important duty of 
the employees they work with: One 
student handles counter sajeit In a 
smaJ 1 ratal 1 store. 

- Students render a full range of 
services under the supervision of 
professional workers: One student 
studlls modelsi gathers materials^ 
and designs a display window for use 
In aclothing store's fall sales 
campaign. 



Caut Ions 

Mnlsome sites., the performance of real 
work tasks by students may be extremely 
difficult to arrange.^ 



' Gl 





of purpottt of Mch tvM.of Iwrnlnt •jjtlvl ty, Thit puiiln* iii^^^^^ 
ImpiicltW. How thMt •cttvltfM wiy b« WnkU to rtlifforc* iich btW mtX 
•f ftctt v«1y. Tht fot towthg dri6ut'iion provtdti nioro •Kpltelt Informit Ion 
on how th* vartout U«rnlng tctlvltUi c«n to uttd moit •f^««^*v«^y to rt- 
lnforc« •ach ottHir. • 

g. SEQUeNCIHO UAKHlNa WTIVITUt 

Ettabllihing m«aningfu1 activity ttquttncai U ganarally on« of th« last 
ttapi In p»a-oparat lonal program davalopmant. If this Important ttap 
n«glactad> itudantt may vlaw tita axplorattbn at a loot* aatamblaga of 
taamlrkgly unralatad actlvltlat. For axampU, courtroom obtarvatlon It 
alwayt popular, tinea trialt Inavltably Involva Intarttting human Intar- 
actlont. Studantt m«y not, howavar, attociata thair obtarvatlon of tuch 
raal-llfa dramat with tha rolat of participating lagal partonnal or with 
tha procatt and machl^nary of tha criminal Juttica tyttam. 

Slnca tIta I nttruct lonal ttaff may ba Intlmataly familiar with thaIr 
individual ratpont Ibl 1 1 1 iat alona, thay may not ba abia to attitt ttudantt 
in undarftanding thata" connactlont; tharafora, tuch connactlont ihould bd 
ttratiad In tha datign of tha program! Tha caraful taquandng of actlvl- 
tlat ihould mTnimlxa omittlont of thit typa whila Intantlfying tha Impact 
of tpacific actlvltlat. Tha ralatlvaly timpla and widaly appllcabla 

ratlonala for taquandng pratantad hara tuggattt a raatonabla way of both 

i 

providing a- "tupar-ttructura" for tha axpjoratlon program and tchaduling 
tha vartout actlvltlat Includad In aach tagmant of tha program. 
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tm itquahcInQ of pr^ram •ctiv! tlat pPMtntVd h«rt It btttd upon 
th« four phattt of 1««rning dttcuitcd btloM. ^ 

Phiti_J_. Studtntt arrtvihg ft • iltt •h^ntfr • ttrtngt tnvlronm^nt 
«nd a numbar of naw paopU whota p«tpont«t and act I vlt I at pa Idom conform 
to thai r axpactationt, Bayond tKat ^'•trangtnati" llat an *pparant gulf 
batwAtn ttud#nt knowV«dg« and axparlanc* and tha tntal laetut) and practical 

concarns of tita partohnal* Soma Itudants may. In fact, hava a graat daat 

■ <♦ 

• * ■. *^ 

of parional Intarait and knowladga which will ba utaful In thair axploratlon 

actlvlttat/ but thay may not raallza thit and t hay may not hava dacldad how 

much of an Invaitmant thay can, or want to maka In tha axploratlon program. 

Tha first raspons I bl 1 1 ty of sita parsonnal It to HELP syClDENTS FIND A 

PERSONAL CONNECTION betwaan thamsalvas and the tita partonnal and their 

choien careers. Effective employee Instructors, In their Initial encounters 

with students, help the students to relate their own knowledge. Interests, 

and values to the teaching focus of the site. 

A few basic questions which lead to group dIsQutslon may provide 

Students with tha parsonal connection required to make their tite actlvl- 

tiet more meahlngful. 

Site staff may alto uta audto*vttua1 aidt of demonitij|'at lont to Help 

« 

the students develop a stronger personal connection to, or Interest In, 
tIte activities by appealing to the needs, feelings, and Interests of the 
students. In other words, tha instructors must begin their work by en- 
couraging the students to establish a personal connection between them- 
selves and the program. 
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^ £!2££Lli* Nfor« preet^dlng with tch«4u)tKi progrtm tetjvltUt, th« 

Instructor mtt alto d«Uv«r • body of tiMntial facts •nd concipttVl 

•■ , _ v_ ■ ... . ■ 

provlda studants with a sharad background of Information for usa In thai V 
subsaquant actlvltlas, l.a^, tha Instructor must l^alp tha studants to 
ESTABLISH A KNOWICDGE BA$C as a basis for program axparlanea and Invojva- 
mant. . 

Ganarally spaaklng* tha first two typas of laarnlng actlvltlas — 
lacturas and aud lo- visual prasantat tons ara tha most aconomlcal ways of 
halping studants to astabllsh a KNOWLEDGE BASE. Thasa actlvltlas can ba 
supplam«ntad and axtandad by diractad discussions. 

Phasa III . Although abstract daflnltlons of facts, concapts, a'nd 
princlplas ara nacassary points of dapartura In davaloping undarstand lng« 
students may nead to have such abstractions Illustrated tr^ concrete 
The third step In structuring an exploration prog/am Involves 
stratlon of such abstractions. The many opt Ions out 1 1 r^d under Learning 
Activity 3 tours, demonstrations, observations, and sImuKtlons pro- 
vide many opportunities for the CONCRETE ILLUSTRATION OF ABSTRACT ELEMENTS 
IN THE KNOWLEDGE BASE. 

Phase IV . After making a personal connection to the pi'ogram and 
developlngv^a know^dge base for which abstract concepts have ^en* con- 
cretely Illustrated, students will be both reaiiy and eager to APPLY WHAT 
THEY HAVE LEARNED. The "heavy end of the activity continuum," Learning 
Activities ^ to 8, offers approximately 15 activity options of varying 
complexity which are progressively more closely related to real work 
tasks. All of these activities provide studants with opportunities to 
apply and practice what they have learned, 



loncrete wa^s. 
IS the demon' 



6i 



\ 



■ ■ ■ • .' ■ ■ ■ ■■■ - dk ' ■■ ■ ' •■ 

. ■■.\ ■ . 

Th«i« four p>MiiM of lorn rn^^ 
Y Uirnlng activltUi: ;frow Ucturt to work tatki, frcwi •b»tri|fct conctptt 

' to •ppllcatlon, frow Idttt about work to work Itialf. Tha followTng out^t 

■ . . : »i 

Una thowt /tha four phaiai of tha laarnlng laquanea, lifting uhdar aaeh 

daicrlptiva haading tha laarnihg acttvltlat which ara most Ilka 1y to ba 

♦ ■ 

utaful during that laarning phaif. 

PHASE I - HELPING STUDENTS ESTABLISH A PERSOHAL CONNECTION TO THE SITE 
Laarn.Ing Activity 3 - Olract Studant Obiarvatlon 
Laarning Activity U- Substantlva DUcutilon 

PHASE II - ESTABLISHING A KNOWLEDGE BASE 
Learning Activity 1 - Lectura Prasantatlon 
Learning Activity 2 - Audio-Visual Pretantatlon 
{ Laarning Activity k - Substantive DI»cu$»lon . 

PHASE «m - ILLUSTRATING ABSTRACT ELEMENTS 

Learning Activity 3 " Direct Studant Observation 

Learning Activity ^ - Substantive Discussion 

. < ■ ■ ■ 

PHASE IV - APPLYING WHAT HAS BEEN LEARNED 

Learning Actlvl ty 5 - Basle SkI4#s Development- 
Learning Activity 6/- Role-Playing and Problem-Sovlnng 
Learning Activity 7 Simulation of Real Work Act Iv 1 1 les 
JLeajrn I ng Activity 8 - Performance of Real Work -Tasks 
Learning Activity ^ - Substantive Discussion 
This presentation Is, of course, a rather radical simplification of 
tha complex and spontanaous/ laaml ng process' which occurs In effective 
programs. It should be uAc as a general guideline and not as a format- . 
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which mutt b« •xactly followed. Tht Apptndtx In this Handbook ecmtaini 
tampU program plant from tha pilot ittat and domonitration %\ f, AH of 
that* programt havt baan In axlttanca for a yaar or mora and, thartforp,; 
hava baan contlnuouily monltorad and avaluatad. ,T hot a programs wara not 
workad out In thair final form In tha Initial pra-oparatlonal planning 
tattlont; rathar, caraful obtarvatlon and avaluatlon by school fiartonnal 
mada It pottlbliifor tha f Inal programt to ba davalopad In tuch a way 
that thay now ffrovlda tffactlva caraar axploritlbn' axpar lanca for ttudantt. 
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■r CHAPTIR V - m6nIT0RINQ BXPLOMTION IJ^^AMl 
MQNITORtN& AHD DOCUMENT I Ntt PROGRAM LEAMllAa AC.ttVITlE.S 



Much of th« tubttantlvi improvanwnt of an txplorat Ion progrim wt U 
rttult from fr»n I txjt I ng th« program, i'hlt chtptar prti«nti a proctai J^hat 
c«n be utfd tQ. organize th« obtfrvttlont and r«c6nim«nd«t lont nmdt by pro** • 
gram itiff who monitor tht program, Thair Imprfiildhi «nd I'iCOfhfiHindiittorMl 
wll^ later provide the major batl« for program revltfonV 

A succeasful exploration program rfqul>ei continuing obtervatlon, 
evaluation^ and revision. Counselors and teachers, with speclfit 
knowledge of student needs and experience In curriculum development, can 
provide vafv(able assessments and recommendations for program revi s I on , 
based on direct observation of program activities. The Exploration Program 

Observat Ion Record proAldes one method which could be u^ed to col lect 

r 

first-hand Information to be used In evaluating the effectiveness of cur- 



rent program activities and determining what changes should be mada In 
those act 1 vl t ies. 

In Part I of this form, observers can record objective descriptions 
of program activities and their associated learning objectives. Part II 
provides a list of evaluative criteria and a section where each activity 
can be rated' In terms of each cr I ter laf||^ * A sltnple average rating can 
then be circulated for each activity and entered In the designated column 
In Part f of the form. If all prpgram observers employ the evaluation 
crlterfl In the same general way, the resul ting average rating will pro- 
vide a very u«af^l method for comparing the effectiveness of Various 
learning actl^it.Ies from one^ site or cluster to another. 
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PiPt III of th« fbn« c«n bt uttci t^^ 
•nd wMkhMMi of th« currtnt pCtjV^ and mak« rtcomriindatlont for rt- 

vfitoni. Thli ftctlon, compt«t«d dupIng op' lOqkp ifttr •ctu«l ppoflptm 
^ob$«rv«tlon, my lattp bt uttd at a bailt fop.dlfcutilon whan tchool and 
•mployar' Papratantatlvat maat to avaluat* and modify tha axploPatlon ppo- 
flpam. Tha final t««tt^n of tha fopm (PART (V) can ba usad to pacopd tha 
a«fi*tmant of ppogpaw ttpangtha and waaknatMt by .amp ley a p paPtonnal and, 
to document proposad changas In ppogram acttvltlai. * 

No matter how;T?^poughly a program hat bean plannad before actual 
Implementation beglni, Its effectiveness can ba Jud^ad only when the 
students and employers actually Interact. The scope of. future program 
act^vltles wt 1 1 depend a Imest entirely on the quel I ty of their mutual 
effoys and t}>a Judicious reports of relatively objective Observeps. The . 
fbWPYfltl9n;>^?Wrd can be used to support • sti^tagy designed to focus and 
organize Irtfonnatton and recommendations for pdsttlve change. 




a 
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SITE: 



EXPLORATION PROORAlfl^ERVATION RECORD 

pBSERVER'S NAME; , 



CLUSTER C0URSE1 




DATE OF OBSERVATION: 



TtHC ENDED: 



DESCRIPTION OF ACTIVI^E^BSERVED 



DESCRIPTION OF ACTIVITIES OBSERVED 



FIRST ACTIVITY 



THIRD ACTIVITY 



4 X 



SECOND ACTIVITY 



FOURTH ACTIVITY 



✓ 


' vr» 
1 


To be completed 
before site visit 


CRITEF^IA FOR RATING , ACTIVITIES ^ * 


Int Activity . 


2nd Activity 


1 

,3rd Ajstlvlty , 

— T 


4th Activity 


Relevancy to Pre-established Learning Objectives 






' • ; . 


« ' .■ "'■ — - 


Richness In Faoti> Concepts, Principles 


r — 

— — ■ — — 




■ ■ 




Richness. In Interest Level \^ 








• 


Quality of Student Preparation 










t 


Student Verbal Responsiveness 










Strident Non-Verbar Ret por^s lve»^ess 




h ■ 

t,t, ■ ■ ■' ( '\i , 1 






Degree of Hands-on Experience 




1-r . 


> 




Employer Motivation-Responsiveness 


-i— — . — 






■ ^ 


Effectiveness of Employer Perf^ormances 










SCALE 


' None (1) Total 

2, , Minimal (2) No. of criteria rated 

3. Somewhat (1) + (2) " Avej-age Rating 
k\ ponilderable 

5. Superior ^ 
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III. OB9IRVATiON ASSliSMItn: AND RICOIMSNDATIOMS 



(A) Strtngtht of Current Program ^ 

s 



# 

> *• ... 



(B) W«akn«is«t of Currant Program: 



r ■ — ^ 

(C) RacoiDQi«ndad Extanalona of Currant Actlvltlai: 



1^-: ■ ,0— . § 

(D) Racommandad Dalat4.on« from Curran^ Actlvitlait 



(E) Racotnmandad Additions to Currant Activitiag; 
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IV. liiMX>](D W flKX^ 

(A) Boiploytr^t iltfattMint of Protram Straagthai 



(B) Employar't AaaaaaMnt of Program Vaaknaaaaat 



(C) Propo«Vd Kxtanrfiona of Currant Actlvitiaa: 



(D) Proposad Dalationa from Currant Actlvitiaa:^ 



' 1 ■ ' — 

(E) Propoiad Additlona to -^rrant Activitiai: 

7:: 





SAMPLE 



CAREER EXPLORAH^ON AT THE FOOD AND DRUQ ADHINI8TMTI0H 
(GOVERWNT SERVICE CLUSTER) 



Orttritatlon Lecture: Daf Irving the GoaU, Structurt > 
•no Procatttt of tht r.b.A'. 

- ^ Role of F.O.A. ai a Law Enforctment Agancy 
^ Organization of the F.D.A. (using chart)^ 
HlttorV and Development of the F.D.A, i 
The "Project Syttem" and "Regulatory Program*" 

Question and An«wer Se«slo'n on Lecture Presentation 



9:00 A.M. 
9:30 A.M. 



9:30 A.M, 
lOrOO A.M. 



Career Exposures: Invest la«tor. Inspector 

A. Lecture on t;helr" 

Dally Tasks and Activities 
Responsibilities 

Authority 

» 

B. Film - "How to do a Bakery Inspection" 

C. Demonstration of Typical Uses of Equipment and Materials 

Polaroid SX 70 and Close-up Lenses 

Professional Diaries, Notices of Inspection, Forms 

0. Practical Exercise for Students 

Students take Inspection snapshots of sample display 
materials 

E. Lecture-Demonstration on Sample Collecting , 



10:00 A.M. 
noon 
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F. Prictlcal Extrclit for Studtntt 

* m 

r ' 

$tud«nt« uta avaMabU display m«t*flali at ^ 
official fampl«» and compUttrth* apprqprlata formt, 

J \ . 

lactur» t»raparatlon^for Slmulaf d Bakary Impaction bv Stud»ntt 1:00 P.M.- 

2 t^i 5 » • M » 

Pi/rpota, 5copa, Authority of Invatt Igat Ion 

6tieckll«t for Invatt Igat Ion 

Ralated Writttn Raports' 

Studtnti Divided Into Two Compating Taams 

Students Inspe ct Simulated Bakery EstabI I »hn>ant 

Role-play Introduction to Owners (played by F.D.A. 
Investigators) 

Identify Contaminants 

Collect and Prepare Samples for Laboratory Analysis 
Complete Official Forms 

Document Inspection Investigation with Polaroid SX 
Snapshots 



DAY n 



Formal Preparation of SamjAles Collected from Simulated 9:00 A.M. 

Bikary Inspection \ 9:30 A.M, 



Container Placement 
Official Identification 
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$)mu)ttld DruQ Wtrthouf Iniptcthon 

A. Ltctur* Prtiintiitlon on PoiilbU VloUtloni 

B. Dlscufilon of Drug Infp«ctl6n t»chhlqti«i 

C. Slid* Dtmonst ration of Fltld Drug Inspection 

D. Film - "S«f« tnd Efftctiv* PhtrrMic«utlc«l M«nuf«eitur Ing" 

E. Pr«ctlc«l Extrclit: Studtnti p«rtlclp«t« In « training 
tImuUtlon (dtilgntd for F.D.A. Intpetftori/lnvtit Igatori) 
by M«tlng violations apparent In tht film "Wo Margin for 
Error, Part I" and then chack thtir raipontat agalnit tha 
correct findings presented In Part II of the film. 

Films on Hazards of Drug Abuse 

"Quakery" 
"Mind-Benders" 

t 

.1 

Discuss Ions of FI Ims 

\ 

Paraprofess lonal Invest ls(at Ion/ Inspect Ion Careers 

Sample Custodian 
Import Technician 
Supply Clerk 

Representatives from each of those career areas 
discuss their work with the students. 



^:SOi A.M. 
noori 



1 :00 P.M. 

2j30 P.m. 



2:30 P.M. 
i*:30 P.M. 



DAY #3 



Careers In the Laboratory Sclencea; Cherfilst^ Ejitomolog I st 

A, Tour of-F.D.A. Scientific Laboratories 

B. Lecture-Dfscuss Ion on: 

Purpose of Laboratory Science In the Work of the F.D.A. 



9:00 A.M.- 
noon 



ERIC 



77 



LAboratory ProcttsstgT Usfd to An«)yi« SwnpUt 
Con«ct«d In Fltld invtBtiQAtloni 



How to Wrltt up • Laboratory Workihaat 

C. Practical ExtrcUe: UOO >.M.- 

/ 2:00 P.M. 

Student* completa laboratory workihaati for 
thair tamp las 

Students Iiolata Intact parti from their con- 
taminated samples and prepare microscope si Ides 

They examine the slides under a microscope to 
Identify contaminants using a reference book key 

* ' 

They continue their use of microscopes, using •\ 
human and animal hair samples 

. ( ■ . ... ■■ 

Slide Presentation: "Insects as Food Contami nator»." x 2:00 P.-M. 

30 P.M. 



Lecture-DI scuss Ion •* How the biology of Insects determines 
the laboratory tests used to Isolate and* Identify food 
contaminants 



Practical Exercise ; Students write up their microscopic ^2:30 P.M. 

study findings and prepare a report to be s^lven to the ^:00 P.M. 

Compliance Officers on the next program day ) 



Lecture-Discussi on on the Work of Compliance Officers 9:00 A-M, 

~ 10:30 A-M, 

Review of Compliance Activities 

Definitions of "Seizures," "Warrants," and 
"Prosecution" ' ^ ♦ 

Possible Regulatory Actions 



Practical Exercise : Stufients prepare their simulated^ 
bakery Inspection for regu 1 atory act Ion 



Ltcturt on tht Work of Public Affitrt Offktrt In thf 10:30.A.M. 
F.D.A . " . . ■"' npon 

Out1«» •nd rtiponilbl l it It'i / 

ReUtlonthtp to oth«r F.D.A. brincKti ' 

Flim frprti^Hf Public Afftlri Off let - "Rod tht 
Ub«l, 6tt a Bttttr Tabl«" ' ' 

Car eers In Ridlologlctl Health IjOO P.M. 

- : : — ; 2;00 P.M. 

A. Lecture on "The Nature of Radioactivity" 

B. Microwavw OvAn Demonstration (II lustrat Ing different , 
types of radratlon) 

C. Slmulfit ion-Stydents learn how to use simple GelgeT' ' ; ^ 
Counters and are asked to d I scaver hidden sources v. ' » 

of radiation . . v.'^"^^' • 



Lecture Presentation ■ Informat Ion about Civil Service y f ' 2:00 P.Mi 
Employme nT ' 's ^'^^ 

G,S- Rat Ings ^ . 

Salaries and Benefits 



T-ra Irving an^ E>i^erlence Requ I reft>ents for Careers 
Explored^-irt the' f .t)-A. 



WInd-up Question and Answer' S e^s Ion ? ' ^'^^ 
' .v. ' i^tOO P-M. 



A 
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SAMPLE 



CAREER EXPLORATION AT THE >Hli.ADElPHLA FHE HILARY 
(CfSlHMUN I CAT IONS AND HEDi A CLUSTER) 



Porsprrl I zed Tour ; One or two ftudentl eccompenyai Ingle 
fite Instructor throy^h different tectloni of the Ifbrary. 
The l^tructors get t'^ know the students end assets their 
interests and needs. At the end of the tour, the guide 
allows the students to choose one or two paperback books 
which win be used In a book display project on Day #A. , 

Lunch ; Student* eat lunch with their guides, discussing 
what they have s«en during the morning afid the next 
activity schedultd. 

4 

Students Beccfme Film Revfewer s: The Instructors explain 
the goals and techniques of film reviewing and hand^out 
review sheets for each student to usb In writing 
critiques of several short films. After reviewing and 
commenting On each, the Instructors guide the students 
In a casual discussion of the films, f9cu5ing on the 
critical question librarians musti,<inswer , **Should the 
library purchase this film?** - 



9:00 AeH. 
noon 



noon* 
1:00 P-M. 



1:00 P-M. 
1»:00 P.M. 



n 



Students are divided Into two groups which alternate between 
two special projects: '*Us ing» Newspapers as References" and 
Interviewing for^areerr'ln format Ion 



Using Newspapers a"s Reference Sources : A librarian ^ 9:00 A.M. 

explains and demonstrates the use of mI>>rofilm readers 11:30 A.M. 

to search for Information. Students are then asked to 
find out what was happening In Philadelphia on the day 
of their birth. fA sample student response form fol lows 
the prograrh^plan 4 ) 

IntervjewMg for Career Information : ^^tudents develop 12:30 P-M. 

an Interview form and select two library departments In 3:00 P.M. 

which to search for answers to their questions. Each \ 
student then approaches one worker In each of the two \ 
dtpartnoents . A student or a librarian takes Polaroid ^ 
snapshots to document the interviews. 



BO 
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A yiilt to tha Sf tlont Dtpirtmrit : Studtnti vltit tht 
moblla library t()ulpmant which itrvlctii hoipltllt, 
prisons, «nd other public Init ! tut loni . An orUntttlon 
to the Free Library as an organisation Is provided Here. 



5:00 r.K.- 
V.OO P.M. 



DAY #3 




"Reference-Run-Around Game" ; Librarian Instructors 
place many coirimon reference books on several tables^jw^d 
divide the students Into competing teams. Throughout 
the morning, students are supplied with reference 
questions and attempt to answer as many as possible 
In writing. The librarians move about the room, helping 
the students to Identify appropriate reference source^ 
and checking the I r answers . (A list of some of the 
reference books supplied follows this program plan.) 

visit to the Law Library : A librarian expUIns the 
specialized function of the law library and helps 
the students to formulate questions of personal interest, 
e.g., "How fast can you drive legaHy in Nevada?" The 
students then use libarary riesources to find the answers 
to their question^. ' 



9:aO A.M. 
^ Aoon 



% ■ 



1 :00 P.M. 
l*:Od P.M. 



DAY #i4 



Students are again divided into two groups which take turns 
working on two new projects^ ''Deve )opinqjU-4W4de .Show and 
Narrative on Their Library Experience'*/^ "Creating a Book 
Dlspaly" for the paperback books they/co I le^cted during the 
morning of the first program day. 



DeveloplngXa Slide Show and Narrat i ye on ThtS I r iL^ brary 
Experlence A Using the pictures taken during thteir 
interviews ^d other protions of the program, students 
create an auoNo-visual parrative bas<id on their 
Impressions of the exp tfXira^t i on program. 



Creating a Book Display : Using pibtures and written 
statements, each student creates a promotion to show 
othejijLLudeiits why the book he or she selected is worth 
read I ng . ^ . 

[ w ma - uj>_]y^ si on : two g-roups o| students Join to shpw 

each ot)j(Fr wKat;^sacn^ group has done ot^ the two projects.' 



9:00 A.M.' 
1 1 :30 A.'M. 



12:30 P.M, 
3:00 P.M, 



3:00 P.M, 
^♦:00 P.M, 



«1 



1 1 




s AWLE - ; 

NEWSPAPER PROJECT SHEET 
(PHILADELPHIA FREE LIIRARY) 

Check any Phl]adelphi* newspaper that eppeered on the dty you were born. 

Fin In your name as well a« the name and d'ate of the newtpaper; then 
antwer the following questions: 

The Philadelphia 

Nicholas Boracha sky Inquirer Sept. 16. 1959 

Name Newspaper D«te 

at was playlng.at a local movie theatre? • 

- South Pacific 
How much did a pair of shoes cost? 

- $7.99 

What was the headline of the day? \ 

- President Eisenhower meets Sovle't Preml er N I k I ta S . Khrushchev. 
V/hat was the'.major sports headline?" ■ 

- Giants Blast Reds 13-6 and hold on to N.L. Lead. 
What was the weather like? 

- Cloudy; Low of 58, High of 79- ' ^ 



SAMPLE 



♦ THE FREE LIBRARY OF PHJLAPkieHIA - "REFERENCE RUNARUUND" . 

YELLOW PAGES ; ' 

^ ■ 

A classified telephone directory which 1 lits.^omptn Us » product*, ,^ 
•nd services alphabet I ca-1 1y by type of business. Arv Index In the 
back 1 Ists the headlngs^.useti In the directory. ' ' 

BULLETIN ALMANAC :- \>"> 

Provides current^ /^format Ion 'abcJJH^ the Greater PhNedelphIa area on 
a wide r^nge.of topfcrt; *n index Is provided. ' . * 

r*. ■ . ' ■ . ' • ■ 

FAMOUS FACTS: 



Records first happen i ngs^^ inventl^ODS, and discpVtrles In the U.S.;' 
Indexei are arri^nQed by year, day of 'the mon'^h, And p<tf»onal jnanoe, 

^ . . - . , ■.. .. . . ■ ■- • . •■ 

WORLD BOOK: . . , . * \ . ■ . > 

■ — ~ — ■ V, . ^ ■ : tr 

Provides brief articles on a vyl/e* var.I.ety.of^toploif^farraoged 

alphabetical ly; many of the artk:le^are supplemented by graphs 

and/or Illustrations. ... * / ' - -■ 

" ■- . a ' • ■ ■■ • ^ . " 

GUINNESS BOOK OF V^RLD RECORD.S ? ^ • V ^ 

Gives facts^»4nd figures on the^ongest .'^largest , *bld^t, greatest.. 
In spQ'rts, science, buslnes*^, the arts ."' ^ ' , . 

€NCYCLOPEDIA fiF WITCHCRAFT : , " 

Contains articles arranged a l;Rhab'et4 ca 1 ly on \h^ subje'?:^ , 
• , witchcraft as ^racftr^ed In many- count r.| between J ^50 and\1750.- 

» " . ^ "■ ' ^ ■ . 



•hfE VjAY>..THING$ WORK; , , - * ly* 



in US traced encyclopedia of techWold^wh^jch. prov^lfjfrs'd lag rams and 
short explanations of , machines iind gad^etjl, scientific prln^jiples, - 
and Industrial processes; an Index Is provided. ' ^ 



G RO V E S J) I C T I ON AR Y xp F MU S I C : 



Alf^ha^^Qt Icat ly* f rfa,rigB<:l erttrles on rock rpus lc and ^^4* ' C'j ^ns. provjG*« 



shjj-x biographies of 'personalltfes I nformfift; Ion on 'sty'l-es^ fnst/u- 
ints, gt^'bup members , albums and/or «i( 



- meTTls, gt^'bup members , albums and/or «'l^g^e^^ Jhe a^end Ix, 1 I stl 
\ t9Jp*-5e 11 In3 singles and a 1 bams by year 



NEW PICTORIAL HISTORY OF THE TALKIES ; 

Plctorlil hlftory af motion plcturai «lnc« th« Invtntlon of the 
tound trtck. Picture* are arrtnged chronological ly and the 
' hlghllghtf of each year are noted; an Index Is provided. 

* , . 

MENKE'S ENCYCLOPEDIA OF SPORTS ; * , 

» * 

Contains I nformat I on on ^the history, rules, and champions of nearly 

80 different sports In a'^ddUlon to a tabulatloh of. current records 

and statistics for these sports. An Index Is provided. 

FACT BOOK ; p ' 

T , • / . 

Current alphabetically arranged Information on some 150 foreign 

countries and territories with a map for each country. 

«*' ■ • 

CURRENT "B I OtJRAPHY: 

> -• ■« ■ ■ ■ ' ' • 

'/'•i'Putftlshed monthly With a bound annual volume. " Contemporary b logr'aph I cal 
essays cfri people of varied nationalities In different fields. Each 
monthly Issue contains a cumulative Index for the current year, and 
each bound volume Includes an Index for the preceding 10 years. 

WEBSTER ' S' B I OGRAPH I CAL D I CT I ONARY : ' • - 

Brief biographical Information on more than^O^OOO famous men and women 
from every historical period, nation, race, and occupation; entries are 
alphabetically arranged. 



c * ' • ' ■ 

SAMPLE 

VREFfREHCE RUNAROUND" QUEST IONS — V6 BE TYPED ON CARDS 
1'. Who Invttntttd thf Mxophon« «nd^wh*n iNit it ilr«t / 

..... ^ . 

.2. Find an llluitratlon of th« mutlc«l InttruMnt callrd th« hurd7<-t^dy> 

• Wh«n w«i it inv«nt«d? 

3. What typ«i of druna art fraquantly uatd In an orchaatra? 

A. Whara can you find a abort diacuaaion of folk nuaic in tha U.S.A.? 

5. Find a dagcrlption of how tha luta la playadi 

V 6. When waa ,tha film "Planat of tha Apaa'\ralaaiad? Who dl r»ct«d It? 

*' ■ ■ „ * ' 

7. Find a picture of Borla Karloff in.coatuma as tha monatar. "Frankanatatfr; " 

•8, In whlch^ album by Sly and tha Family Stono did tha number "I Want to Take 

you Hi^er" appear? 

9, Who mvtg l#iad vocal with Big Brother tnd tha Holding Coritpany? ! 

,10, Who played druma and l^aaa with Jlml Handrlx? ' , ^" ' ^ ' 

11, In N9rway^, what percentage of the population Is Lutheran^ ^ 

12, WhAt is thft capital city of the counts^ of Muacat arid (Man? 

13, In Poland, what perc^htage of tha population ia Rpman Catholic? 

lA. Where can J, find an axplanatlpn of how a calculating machlna vorka? 

• * 
15* Whete can I f^nd an explanation of how ^ tpetdomatar woVka? 

16. Where can you find an article on exorcism? 

♦4 ■ ■ 

17. What were thc^ namrfs of the three men vho were callad the ''W*|awp Ives of Pollgny* 

18. Who iai the oniy aauaag^aaing dealer in Philadelphia? . . . 



19, How i^J^ stSrea sell life preaervera in ^]^lladelphi#? 

20. What are the phone numbers fdr the police IJind f>ire departments in Philadelphia? 



i. 



When waa the f i^at ^^otball gatne ijho^ .on TV? 



22; When waa the firat Eaa^e 
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JW. Wh«t'i • ichntuitr? 

24.1 ti fumarola • kind of It«llAn^i>«tt«? 

25. What wa« th« Yaioo Traud? 

26. What la f troglodyta? 

27. What 'a anothar nam* for -lumpy Jaw? ^ 

28. What 'a a punkla? , 

29. Which baaaball taam doas Joa Papltona play for? 
^ 30. In what toWh doe» Phil E«po»ito livt? 

31/ In what year was Diana Ross born? 

32, Which country wa» Johann Rach't homa? 

33, Wheti^ia the Strawberry Mansion open to visitors? 
3A, Who was the first Pennsylvania governor? 

35, Who invented basketball? 
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SAMPLE 



EXPLOHATION AT THE HOSPITAL OF THE ^MEDICAL COUEQE OF PENNSYLVANIA ^ 

(MEDICAL SERVICES CLUSTER) 

Comprthentjv Orltnutlon ; Sttfetnti matt wl th tht Dl rtctor' of 
Voluntatr Strvlcti for an orltntatlon to *th« orfl*t>J*«tlon .and 
to tht rults 6f sitt participation. Orlantatlon ictlvltltf art 
I Ut«d bt low. 

Oral Pretantatlon ; Studant* recalva handout* txpUlnlng tha-rulai *nd 
regulations coVaring hospital volunteers. They alio receive official 
badges and uniforms. 

Film Presentation "The Healer" ; Students view a graphic Illustration 
of hospital services as seen ^rom the point of viiw of *n emergency ^ 
patient. The movement of the patient through the adml islons ' and treaf- 
ment services demonstrates the organization of t*he hospital at. well as 
the medical careers available at the site. ^ / 

SI ide Presentation ; To supplement the students' knov^ledge of / 
representative hospital careers, the Director of Volunteer Servlcu^, 
presents a slide show to illustrate some of the careers which a student 
might explore. p* 

Discussion : Students participate in a guided dj scuss ion of thel r. care#r 
Interests In tenmt of the audio-visual presentat iorus^ The »»l tr 1 nstrUci.o< 
then hendr^oir the rotation schedule which provides^an ag^da jfor each ^ 
student. / \ ' ^" ' > 

Tour of Program Service Areas : Asl* group the students ere taken ok 9- ■ 
comprehensive tour of the four rotMon. services apd several other " 
department I* which might be selected tor their final rotation. 

Rotation Begins : Students begin to follow their Indl\»ldual agendei on 
the afternoon of the first program day. The standard rotation areas are 
listed below: ^ ^ ' . t 

(1) Inhalation Therapy , 

(2) Physiotherapy 
. (3) Operating Room 

\k) Dietary " ^ 

On the final day of rotation students may seJ^Cct one of the following ser- 
vice areas ; ' ' J 

(1) Morgue (^) X^fay Services 

(2) Emergency Room (5l, Pediatrics J 
ii) Nursing (i) Hai4>ltal Library 



NOTBt Although tkft ltarnlnj|; actlvitiaa vary fro« ont rotation to » 
•noth«r , tht aaquttnca of avantt plarintd by th« D'lalfary Dipartkttnt 

It typical. • \r 

■ « 

(1) Studant accompafulaa a dlaticlan on patlant lnt«ryl4v rounds. 
Ai t^a dlatlclan^quastloni aach patlant. tKa.tQMsUnt obsaryaa 
^|ta procaaa of aaaasaiMint and manu aatabllahiAntTX 

<2) Studants aaalst food sarvlca paraonnal In tha praparktlon of 

•Imple fooda . 



faavttSnal p« 



(3) Studants aaalst paraprof aaVttShal p«raonnal aa thay l^andla *^ 
slmpla aqulpmant and maintain standard racordn. 



r 
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SAMPLE 



' HEDICAL services cluster ■ WORKSHEET II 

1 ' — ■ — — [ , 

• MEDICAl COLLEGE OF PA . 

1. List at le«$t four dlff«r«nt medlAl c«r««ri that w«r« ditcusttd In 

the f I Im. 

2. What do the people In each Job that you Usted actuaHy do? 

•if 

3. What Is nLA:lear medicine? ^ 
What does an ''aud lol og I st^' do? . ' 

J5. ^escrtbo what a speech therapist does. 



a V 

V 



6. What Is rfiwiJEKG"? 

7. WhAt kind or work could an "artist" do In a hospital? 

8. Why Is the Medical Librarian's Job Important? 

^. De-scrlbe the types, of tasks a medical assistant Is expected to do, 

10. Why are Medical Social Workers needed? - 



Please write your answers on a separate sheet of paper. Be sure to Include 
your' NAME and BOOK NUMBER. • . - " 



\ 

\ 
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SAMPLE 



' MEWCAL SERVICES CLUSTER - WORKSHEtT |2 
MEDICAL COLLEQE OF PA , 

■ ■ . ♦ 

|. What Is meant by pa ramadl ca ) 7 

2. Litf^thret advantagti In stlactlng a paramtdlcal ctraar rathar than 

1 going to medical school. 

\ 

3. What is an "EEG" machine? (Include Its purpose and the way It Is 
operated In your answer,) 

Where can you be trained to operate an "EEG" machine? 

5. Two types of nurses, othe'r than Regl stered Nurse (R.N.), are LVN and 
LPN. What are the proper titles which these letters represent? 

6. List at least four (M of a surgical techn Ic I ari ' $ tasks. 

7. What Is another name for a histology technician? 

8. How Is a "microtome" machine used? 

9. List three plates you ma> find Information on paramedical careers. 



Please write your answers on a separate sheet of paper. Be sure to 
Include your NAME AND BOOK NUMBER. 
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MEDICAL SERVICES CLUSTER - WORKSHEETS 13, #V> IS 
MEDICAL COLLEGE OF PA . 

1. In* which of the following dtpartmentt did you work thlf.w«*l<? 

«. Physiothtrapy I 

b. Inhalation Therapy 

c. Emergency Medicine 

d. Dietary 

e. Clinical Lab i - 

f . Medical Records ' ' 

' ' ^. Surgery " ' . 

2. In par-agraph form, describe that department briefly Include the 
' purpose of the department, the kinds of Jobs you observed, the 

geneVal environment). 

3. Select one job- that you observed, and explain how that particular 
Job Is related to helping pat lent;s-5*^ 

k. In the Jobs that you observed, what types of machines were being 
used?. List the machines , " Indicating who was operating eac^v- 
machine and the purpose of each machine. ' " ' ' ■■ ■. 



Please write your answers on a separate sheet or paper. Be sure to 
Include your NAME and BOOK NUMBERr 
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HEDICAL SERVICES CLUSTER - WORKSHEET |6 
MEDICAL COLLEGE OF PA> 



Using tnt«rvl«w ttchnlqutt, itUct tom«cJ^« you, hivt comt contact with 
and fill out the «tt«ched workshMt / ' You may w«nt to utc »om« of t^t 
following references to check or tubttent lete your Information : , 

Another hoipltill employee 

The HospltiT Personnel Office (ask for Mrs, Burke) 
The Occupitional Out look H^ndbopk(l n my office during 
school hours) < 
Any other resources availably to you 




*When collecting this Information, remember to be polite and curteous, 
explaining who you are, where you are- from, «and why you need this 
Information. , . ^ 



Please write your answers on a separate sheet of paper. Be sure to 
Include your NAME and BOOK NUMBER. * 
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SAMPLE 



ftgPICAL ^SERVICBS CLUSTER - WQRkSHBBT H 
. MEDICAL ^COLLEGK OF PA . 



Using Intttrvlaw t«chnlqu«s, ••l«c): sookcon* who vpr)ca in tha hoiplUl 
^oy h«v« com* in contact with and fill out t^ia' attached workih««t*. 
You may want to uaa aovaa of the following rafarai^caa to ch«ck aub' 
atantlata yopr ln|or«atlon: 

/ a. Anothtr hospital einploya^ 

b. The Hospital Perionntl Offica (ask for Hr». Burka) 

c. Tha Occupational Outlook Handbook (in my office during 

school hou^lfc) /"^ \^ ^ 

d. Any othar resources/lrt^ailable to you 




# 

*When collecting this informati^^n, ramember to be po^lite and courteous 
explaining who you are, where you are frorft, and why you need this 
information^ * ^ 

Please write your answers on a aepafate sheet of paper. Be sure to 
• Include your NAME and BDOK NUMBER.. 

i 
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SAMPL*E 

MEDICAL SERVICES CLUSTER 
ATTACHMENT TO WORXSHEET 16 

MEDICAL COLLEGE OF PA. 



STUDENT' S NAME: 
EMPLOYEE'S NAME: 

* 

DEPARTMENT : 

JOB TITLE/POSITION 




EDUCATION (NUMBER OF YEARS REQUIRED) : 
High School _______ 

College . 

Other I 



NATURE OF WORK (Includes Job functions, physical requirements of the job, 
hours, etc.^: , 




PAY SCALE : 

Minimum (starting salary) 



Maximum 



BENEFITS (Insurance, hospitalization, etc.) 5 



1 



SUMMARY: Give your personal reactions to the information above, i.e., ip 
the work difficult, strenuous; is the pay adequate; are the 
hours demanding? 



^ 2ND QUARTER - TUK8DAY8 8tOO A.M. to ItOO P,M. 

tOTATION AGENDA FOR ACADSMX OF CARBIR EDUCATION 197!j 1976 



■■■ . . — , 4 

• 

STUDENT 


D«c, 9 


D«c. 16 


'D«c. 23 ' 


" Jan. 6 , 


Jan, 13 


Jan. 20 


Cousar, R. 

Dunn, L. 
Graff, D. 

* 

• 


O^WJttJTATION 


• 

INHALATION 
THERAPY 


DIETARY 

! ; 


OPERATING 
ROOM 


1 

PHYSIO- 
THERAPY 


ONE AREA TO BE 
CHOSEN & SIGNED 
FOR BY 1:00 P.M. 
JAN. 13 


tandon, . 
Maddox , L • 
McMillian, 0. 




PHYSIO- 
THERAPY 


INHALATION 
THERAPY 

* 


. DIETARY 


OPERATING 
ROOM 




Nagle, 

Payne', M. 

Pomfret, D, 

\ 


11 

■ r 


OPERATING , 
ROOM 


PHYSIO- ' 
THERAPY 


INHALATION 
THERAPY 

^ — — ^ PI — » >^ 


DIETARY 




R%;lzlbaba, S. 
Raynolda, S. 
Richards, T. 






' OPERATING 
ROOM 


PHYSIO- 
THERAPY 


INHALATION 
THERAPY 

< 


M 




* 


m 

\ 

\ • 


— « . ■ ■ : 




• 
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SAMPLE 



CAREER EXPLORATION AT THE SOUTHEASTERN PENNSYLVANIA 
' TRANSPORTATION AUTHORITY (SEPTA) - 

^ (TRANSPORTATION ClUSTER) ^ ' 



D AY /yi 



Reception and I ntroductions ' . ' '9^00 A.M. 



noon 



Lecture> Dtscuss ton and S I ideljif resentat Ion ; The employer 
Instructor presents program object Ives *apd provides a 

general orientation to the organizat ion which 'involves an . . 

explanation of SEPTA's depfirtm<intal organization, its 
historical development from^prlvate to public agency, 
growth trends, and future plans. 

Prictica) Careef' Information : Recruiters ,from both 
professional and ^'hourly employment" divisions discuss 
career opportunities, eatry level training requirements, 
and benefits. Students then fill out sample Job applica- 
tions and take' part In. simulated interviews.^ 

Comprehensl ve'T6ur ; Students tour the major departments 1:00 P-M, 

from which they wl 1 1 eventually choose ' the I r .. *' I n ternsh I ps" 3:00 P,M, 

'for Days 2 to 4. Students are exptcted to take notes on ' 
what they hear and/^serve for use' In selectjng the ^ 
departments they/want to work In during the next three days/ 

Discuss ion : Students exchange impressions based on their -^^^^^ 3:00 P-M, 
experiences and fill out log sheets. The major topic of ' >i*/4:00 P*-M, 
discussion Is selection of a department, fpr subsequent 
program activities. The employer instructor informally 
Interviews Individual students to asses's , thel r spec l f i c 
career Interests. By the end of the dlscuss^an period, ^ 
each student will ha\^e selected the departments where he 
or she will spend each of the rema fn 1 ng' program days . 
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PAYS #2. #3 and A 4^ \ 



Students Report tp Ass Igned Areas ; Although the acth'Ttles 
In the different departments wM I vary widely, the Customer^ 
Service Department provides a fairly typltal example, of the 
kinds of student experiences possible during thA course of 
each 'Mnte,rnshlp.*' 

» 

(a) Students 'use a special "Jack'^ phone to listen to 
agents handl Ing ki-comtng calls requesting SEPTA 
travel I nforn^at Ion . ■ 

(b) Studants discwss t ransport;at I c»i routes super^ < 
vising agents. ^ » 

(c) Students use* SEf^TA tinoetables and rout ing charts 
to answer ac.tual customer calls. * • 

Wfnd-up PI scusslon : The en^ployer jnstructbr guides students 
1^ sharing their Internsh I p experl ences , S^peclal speakers 
are often feature'd, as are supp^lementacy * field trips and , 
audlo-vjsual presentations. The students must a^l so complete^ 
d dally log and have their written responses to' questions 
critiqued by the fnstructor. For the discussion period on 
the second day, students prepare reports In which they are 
each asKed to Identify a transportation problem of personal 
Inter^srt. The final versions of the reports,, dtfe on the fourth 
day^ are expected to present solutions to the problems ld«mtlfled 
Draft reports are reviewed on the third program day. 




/ 



^ ' ; ■ S AH PIE 



CHkl^UST OF SrfiTA JOB CATEGORIES BY gEPAilTHtNT \/ 

TRANSPORTATION *" / \ , . ♦ 



8«rvlc«J[)lvltl'<^n. : ^ . * 



r 



allrWit P«rv.lc« Supervisor, Radlo-Roo© Cl«rk/D<«p«tch«r 

V " ; ' " ^ • • 

Aepot DlS)^min : , 

tl>9tk-"Recelver» Dispatcher ,^y$/Troll«y Op"«r»tor,,Dtpot Suptrlnt«nd«nt 

Schec^ules Division ; ' ^ % ^ \ 

Traffic Checkisr, Schedule Maker, Anal^ft 
Instructiion: ^ 



Bu«/Trplley/H^ghspeed Inetructor 

ROLLING. STCX:K & SHOl^S 

Bus^Un lt Shop-WyomlKg ; 




' Engine Repairman, Mechanic, Wireman, Air-%uipment Repairman,' 
Millwright, Helper 

I 

Machine Shop ^ 
■7 ■ / ^ 

Machinist , ^Welder 
Body Shop : 

Sheetmetal worker, Rebullder, Body Repairman 
Paint & Upholstery Shop ^ 

Bus^ Painter, Upholsterer 
Sign Shop ." 



itier > Li 



' Palntjbr> Letterer, Sllk-Scre^n Machine Operator^ 



Tnollejy Unit Shop-Courtland : 

Electrical Repairman, Welder, Machinist, Air-Equipment Repairman^ 
Blacksmith, Millwright ^. * 



id 

ERIC 



ROLLING STOCK &'SHOl>^Uontlnu»d ) 



Trolj.>y~Body Shop ; * >. / :/ 



pointer ,^>K«etTnet«l .Worker, Rebu^der , C«r|»Truck Ov«rh«ul«r^-^ 




FACILITIES . ^ ' ' 5 ■ ' ^ *\ % 

Draftsgian; Electrical , Struatural , or^hftchanlctl Enginetr; D«tlgo«r; 

Architect • 



* / 



Bulldln^g : * • ' <^ ' 

Bricklayer, Irtffi Worker, ElectrlcAarif Locksmith, Plumber, ^arp^ntfr^' 
Painter, Cement Finisher ' ^ . ^ 

■ . • • ^' ' ' J : , 

Trackj ' • , • . ' ' 



4 



M^hiniat^;,1||r^ Overt;iaui:er, Welder, Track Fitter, 

AutcHaoti^ve Crane Operator^ Paver , "inspector , Barth Auger Operator, 
^ Automotive Compressor Operator, Switch Repairman, Switch C^edner 



Power: 



s. 



, Substation Operator, Lineman , ^ Powe^ Dispatcher 
Under ground-Hl j^hg peed Electrical and Signals : 

Signal and Klec tr Ical^R^epalfrman ,JCable Splicer, Machinist 



PUBLIC RELATIONS & CUSTOMER ^SERVICE 



Public Relations Assistant, Artist /Graphic D^igner, Customer Service 
Supervisor, Telephone Information Agent, Printer • 

4'^! NANgE/ ACCOUNTING . ^ * ' 



Accountant, Keypunch Op^.ratc^jjj Computer /Data Processing Machine Operator, 



Budget Analyst 



PURCHASING^ \ r 

Buyer, Expediter, Contract Negotiator, Clerk Typist 
CLAIMS /LEGAL 

♦ Adjuster/Investigator , Claims Supervisor, Property Damag\ Specialist, 
Lawyer, Process-^Serw^er , , ' ^ ^ 

MEDIC^ ' ' ^ ^® . 
^^Nuri%i Doctoi>,VLabofatory Technician / 



S A M P L'E 



. Nafft: 

K' ^ • Date: J 

Answer the fbllowing quest loqs wNth complete "sentepce^i. 

1. Which SEPTA department(s) or area(s) (!!id yQ^J visit today and what did 
yoi{ do In ealsh department/are'a? 



( 



2. What are the functions and respons'l b 1 1 I tj i)f the department (s) or 
area(s) you visited today? ' • " 



7 ■ ■ 

"3. .tn what ake these departmental functions necessary for StPTA to 

Jmeet It"^ overal-l goal of prov^iding mass transit service .to t:he\ pxjb 1 I c? 




V. How would an Individual' prepare- himsel f or. herself fo^ a position in t! 
department (s) you*vIsited today? 



" • , *** 



'5. What Hi^owledge or- exper ience did you gain today that would be usefuj I 
tetms of your future career plans? - \ ^ 



S AfTP L E 



Answer the following questions with complete sentences; . 

* « 

1. Briefly, .what was today's sessVon about? 



I 



2. What are the main pbjectlves of the SEPTA-ACE program? ' 



3. What new'knowledge about SEPTA did you gain today? 



|Llst the SEPTA departments or areas that- st I mul ated your interest — 
* and wtiich you want to visit during the coming weel<$. 



lu2 
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SAMPLE 



STUDENT EVAtUATIDN SHtEET 



Sdudent : 



[Department : 



Date: 



^Please evalirtate the student agaigned to your depa^^fJbi^rtt , division, 

or area b>\ checking each category in the appropriate llolumn. 
, After sighing thfs sheet and indicating your title, please forward 



it -to James M. Byrd , Public" Relations Depar^tment . 



Attitude 



Poor 



Fait 



Good 



cellent 



^1 



\ 



Appearance 

Participation 

Performance 

ConcJuct ' 

I 

/ 

Additional Comra^nts: 



I 




Name 



Title 



